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UNITED  STATES  DEPARTMENT   OF  AGRICULTURE 


BUREAU    OF  MARKETS 

WASHINGTON.    D.  C. 


I15K)IM/ITI0N  CIECULiffi  VOL.  2,  NO.  1. 


July  15,  1919- 


1.  BEPORT  ON  ITOMBER  OF  1MPL0YEE5  AND  AMODUT 
OF  OFFICE  SPACE  IN  WASHINGTON. 

The  head  clerk  of  every  project  in  Washington  is  asked  to 
report  immediately  to  the  Administrative  Assistant  in  Charge  of  Opera- 
tion the  following  information: 

1.  The  nmber  of  sq.\iare  feet  of  office  space  now 
occupied  by  his  project  in  Washington. 

2.  The  n-umber  of  employees  occupying  this  space, 
that  is,  the  number  of  employees  of  each  project  in  Wash- 
ington, not  including  charwomen,  laborers,  messengers, 
messenger  boys ,  or  any  others  who  do  not  require  desk 
room  or  affect  the  needs  for  office  space. 

2.  NEW  FOBM  FOR  PURCHASE  OBDEBS . 

Commencing  with  the  fiscal  year  I92O,  a  new  form  of  Bureau 
purchase  order  will  be  used  for  the  purchase  of  equipment  and  supplies. 
As  soon  as  an  order  has  been  approved  and  the  vendor's  copy  mailed  out, 
a  blue  copy  of  it  will  be  sent  to  the  requisitioner .    This  will  make 
it  \mnecessary  to  furnish  Supplies  &  Accounts  with  more  than  one  green 
carbon  of  the  subrequest,  since  none  will  be  required  for  return  to 
the  requisitioner .    The  blue  copy  of  the  purchase  order  should  be 
checked  over  closely  as  soon  as  it  is  received  and  the  Bureau  Property 
Clerk  notified  if  ar^  error  is  apparent-    When  delivery  of  the  order 
has  been  completed,  the  blue  copy  should  be  receipted  and  returned  at 
once  to  the  Bureau  Property  Clerk,  the  exact  date  of  delivery  being 
given  if  possible.    This  arrangement  supersedes  the  previous  custom  of 
returning  the  original  subrequest  to  the  requisitioner  for  signature. 
This  will  save  considerable  messenger  service,  expedite  the  handling 
of  vouchers,  and  give  the  requisitioner  a  copy  of  the  purchase  order 
for  his  information  until  delivery  has  been  made.    Any  invoices  or 
other  memoranda  conceming  the  order  should  be  attached  to  the  blue 
copy  when  it  is  returned.    Great  care  should  be  exercised  in  checking 
up  deliveries  and  the  employee  signing  the -receipt  will  be  held  ac- 
countable for  its  accuracy. 
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3 .    LETTERS  OF  AUTHORIZATION . 

Memorandijm  Ho.  279  of         Office  of  the  Secretary  deals 
with  the  designation  of  permanent  stations  or  temporary  headci-aarters 
and  allowances  in  connection  therewith. 

"Hereafter  each  letter  authorizing  travel  will  specify  "both 
the  permanent  station  and  the  temporary  head<luarters ,  if  any,  of  the 
employee  in  vi/hose  favor  the  letter  is  drawn.    Paragraph  5  of" 
Fiscal  Regulations  is  amended  accordingly. 

"No  employee  shall  "be  assigned  to  temporary  duty  and  al- 
lov/ed  subsistence  expenses  under  the  provisions  of  Paragraph  86  (o) 
of  the  Fiscal  Regulations  if,  at  the  time,  it  is  probable  that  the 
assignment  will  ultimately  be  made  permanent.     Whenever  assignment 
to  temporary  duty  and  allov;ance  of  subsistence  expenses  in  connec- 
tion with  such  assignment  is  followed  by  designation  of  such  place 
of  temporary  duty  as  the  permanent  station  of  an  emplcyee ,  a  report 
of  the  circumstances  shall  be  immediately  made  to  the  Secretary,  the 
report  to  be  accompanied  by  a  certificate  of  the  Chief  of  the  Bureau 
involved  that  at  the  time  the  tenrporary  assignment  was  made  it  vtsls 
not  and  could  not  have  been  anticipated  that  permanent  headquarters 
would  be  established  at  the  same  point. 

"No  employee  who  has  been  allowed  subsistence  expenses  in 
connection  with  an  assignment  to  temporary  duty  under  the  provisions 
of  Paragraph  S6  (o)  of  the  Fiscal  Regulations  shall  receive  any  al- 
lowance for  packing,  crating,  freight,  or  drayage  charges  for  the 
transfer  of  his  household  effects  or  other  personal  property  used  in 
official  vrork,  if  such  assignment  be  thereafter  made  permanent,  ex- 
cept upon  specific  approval,  in  advance,  by  the  Secretary. 

"Sections  (o),  (p) ,  and  (q)  of  Paragraph  S6  of  the  Fiscal 
Regulations  are  amended  accordingly." 

^.    ECONCTTY  ENVELOPES. 

It  is  observed  that  a  heavy  percentage  of  economy  envelopes 
which  reach  the  various  desks  throughout  the  B^areau  in  T7ashingtcn 
are  used  for  the  first  time.     This  n'ould  seem  to  indicate  that  many 
of  these  envelopes  are  being  thrown  away  after  being  used  orlv  once. 
These  envelopes  should  be  used  in  accordance  ^vith  instructions  pre- 
viously issued  on  the  subject.    Refer  to  Bureau  Memorandum  No.  159- 

5-     SELECTION  OF  OFFICERS  OF  CITY  AND  JOINT 

OPERATING  COMMITTEES  FOR-  THE  NET7  FT  SCAT.  VFAT? 

^  Officers  of  city  and  joint  operating  committees  and  clerks 

to  these  committees  are  elected  for  each  fiscal  year.    The  Acting 
Chief  should  be  advised  immediately  of  the  nominations  for  these 
places  for  the  year  beginning  July  1,  I919. 
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City  Conmittees. 

Responsible  project  representatives  in  each  city  where  the 
Bm-eau  has  two  or  more  project  branches  should  meet  immediately  and 
nominate  a  chairman,  vice  chairman  and  a  clerk. 

Joint  Operating  Comaaittees. 

The  joint  operating  committees  of  the  joint  branch  offices 
also  should  hold  meetings  inmediately  for  the  purpose  of  nominating 
chairmen,  vice  chairmen  and  clerks. 

It  is  essential  that  these  committee  meetings  be  held  at 
once  and  the.  nominations  forwarded  to  Washington  for  the  approval  of 
the  Acting  Chief  of  Bureau,  in  order  that  all  changes  may  be  included 
in  the  new  Bureau  directory  which  mil  be  issued  shortly  .after  July 

15. 

Attention  is  called  to  Field  Station  Memorand-um  No.  lU  rela- 
tive to  the  operation  of  branch  offices. 

6.    SPACE  IN  FEDERAL  BOILDINGS . 

Chairmen  of  operating  committees  of  joint  branch  offices 
and  representatives  in  charge  of  single  or  combined  branch  offices 
from  time  to  time  should  get  in  touch  with  the  custodians  of  federal 
buildings  in  the  cities  in  which  they  are  located,  in  order  that  they 
may  be  informed  of  office  space  suitable  to  meet  their  needs  becoming 
available  in  federal  buildings.    The  Bureau  this  year  will  have  to 
pay  a  higher  average  rent  per  sq,uare  foot  than  heretofore,  and  any 
branch  office  which  can  be  moved  from  a  rented  building  to  a  federal 
building  will  help  to  reduce  the  rent  bill. 

1'    lESSORS'  ADDRESSES. 

In  order  that  the  space  records  of  the  Washington  office 
may  be  complete,  project  representatives  in  each  of  the  branch  offices 
and  chairmen  of  operating  committees  of  joint  branch  offices  occupying 
space  in  rented  buildings  should  immediately  notify  the  Administrative 
Assistant  in  Charge  of  Operation  of  the  name  and  address  of  the  lessor 
or  the  lessor's  agent  if  rental  matters  are  handled  through  an  agent. 
This  information  is  desired  so  that  notices  which  it  may  be  found  ■ 
necessary  to  send  out  from  Washirigton  can  be  properly  addressed. 

ROOTING  MAIL  IN  BRANCH  OFFICES. 

Every  branch  office  should  arrange  such  a  routine  that  all 
official  mail  will  be  opened,  examined  and  distributed  by  some  one 
person,  preferably  the  head  clerk,  in  order  that  that  particular  jjerson 
may  be  familiar  with  all  of  it  and  have  an  opportiaiity  to  note  the 
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receipt  of  salary  and  reimbursement  checks,  letters  of  authorization, 
notifications  of  appointment,  persomel  papers,  and  the  like. 

9,     SUPPLIES  ORDERED  BY  BRAITOH  OFFICES 
FOR  USE  OF  THE  WASHINGTON  OFFICE. 


From  time  to  time  the  Washington  office  has  called  upon 
branch  offices  to  purchase  mimeograph  ink  and  other  office  supplies 
for  testing  purposes,  in  order  that  the  manufacturer  of  the  article 
woxild  not  be  aware  that  the  tests  were  .being  made.    Such  purchases 
also  have  been  made  when  the  city  involved  r^-as  the  only  place  where 
the  article  was  knov^n  to  be  handled,  or  when  rspresentatives  of  the 
Washington  office  were  visiting  branch  offices  and  requested  that 
special  articles  be  purchased  for  their  use.    On  these  occasions  the 
q.uestion  has  arisen  in  the  branch  offices  as  to  what  the  purchase 
should  be  charged  against.    The  only  thing  to  do  in  a  case  cf  this 
sort  is  to  charge  the  purchase  against  a  branch  office  letter  of 
authorization.    Purchases  of  this  type,  however,  should  be  held  to  a 
minimum. 


,         —  -» 


Acting  Chief  of  Bureau. 
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TBE  WASHTXGTOIT  OFFICE 


Acting  Chief  of  Bureau,  George  Livingston 

Secretary  to  Acting  Chief,  Catherine  M.  Viehraann 
Assistant  Chief,  Herbert  C.  Marshall 

Editor  and  Librarian,  Caroline  B.  Sherman 
Branch  of  Operation,  R.  V.  Bailey 
Chief  Clerk,  C,  L.  Snow 

Stenographic  Section,  E.  J.  Dickson 
Time  Clerk,  C.  F.  Duvall 
Photogrephic  Section,  H.  C.  Wilcox 
Addressing  and  Duplicating  Section,  H.  E.  Burton 


Estimates  and  Special 
Mails  and  Files,  ¥.  D. 
Personnel  Section,  F. 
Reviewing  Mail,  M.  C. 
Sirpplies  and  Accounts 
Telegraph  Section,  W. 


)  C .  W.  Thompson 
) 


Reports ,  Cornelia  Lyne 

HobDS 
J .  Hughes 
Vance 

,  P.  H.  Quirji 
C.  Ten  Eyck 

City  Marketing  and  Distribution,  McFall  Kerbey,  Acting  in  Charge 
Preservation  of  Fruits  and  Vegetables  in  Transit  and  Storage, 
Storage  -  C .  W.  Mann 
Transportation  -  Andrew  W.  McKay ' 
Cooperation  and  Business  Organization: 

Cooperative  Purchasing  and  Marketing,  ) 
0.  B.  Jesness,  Acting  in  Charge  ) 
Market  Business  Practice, 

A.  V.  Swarthout 
State  Cooperation  in  Marketing,  ) 
J .  C  .  Skinner  ) 
Cotton  Section: 

Cotton  Futures  Act, 

Determination  of  Disputes  and  Classi- 
fication of  Cotton  on  Future 
Exchanges 

Investigation  of  Future  and  Spot  Mar- 
kets and  Price  Quotations 
Preparation  and  Distribution  of  the) 

Official  Cotton  Standards 
Cotton  Handling  and  Marketing 
Cotton  Standards  Investigations 
Cotton  Testing 

Marketing  Cotton  Seed  and  Its  Products,  CF.  Creswell 
Cotton  Warehouse  Investigations,  R-  L.  Nixon 
Administration  of  the  U.  S-  Warehouse  Act,  D.  S 
Dairy  Products  Marketing  Investigations) 
Market  Uews  Service  on  Dairy  Products  ) 
Direct  Marketing,  Lewis  B.  Flohr 


a.  R.  Argo 


)  D.  E.  Earle 
) 


D-  S.  Murph 


R. 


.  Murph  and  R. 
Potts 


L.  Mxon 
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H.  J-  Besley, 
Acting  in 
Chaxge 


Federal  Grain  Supervision: 

Information  and  Publications ,  R.  H.  Brovm 
LicenBing  and  Enfcr cement ,  Arthxir  Eerger 
Appeals  and  Dispfutes ,  3.  G.  Soerner 
Inspection  Efficiency) 

and  )  See  Chicago 

Board  of  Review  ) 
Grain  Standardization  Investigations,  S.  A,  Eegan 
Grain  Handling  &  Transportation  Investigations, 

E.  G.  Boerner 
Milling  and  Baking  Investigations,  J.  H.  Shollenber-) 

ger 

Pood  Supply  Investigations,  Charles  S.  Cole 
Foreign  Marketing  Investigations,  Clarence  W.  Mocmasr 
Grades  and  Standards  ) 
Inspection  of  Peris}.^"ble  Foods  )  C.  T.  More 

Enforcement  of  the  Ctandai'd  Container  Act  ) 
Live  Stock  Section: 

Live  Stock  and  Meats  Marketing  Investigations 

Market  News  Service  on  Live  Stock  and  Meats 

Stock  Yards  Supervision 

Wool  Marketing  Investigations,  G.  T.  Willingqyre 
Market  Information  Assistant,  R.  W.  Green 
Market  T^ens  Service  on  Fruits  and  Vegetables 
Market  Surveys,  Methods  and  Costs 
War  Indf-stries  Wool  Work 
Seed  Marketing  In^/estigations  ) 
Seed  Reporting  Service  )  W 

Hay  and  Feed  Market  Reporting  Service  ) 

Technological  Investigations  and  Demonstrations,  J.  F.  Barghausen 
Transportation  Division,  G.  C.  White 


) 

)  Louis  D.  Eall 
) 
) 


) 

)  Wells  A.  Shencan 
) 


A.  Wheeler 


BRAITCH  OFFICES. 


S^ILmHA,  GEORGIA. 

City  Coinnittee: 

Chairman,  K.  B.  Seeds 
Clerk, 

1710  Third  National  Bank  Bmlding,  Marietta  and  Broad  Street 
Telephone,  Ivy,  hl'Jo. 

Federal  Grain  Stroervision : 

In  Charge,  Z.  B.  Seeds 
Hay  and  Feed  Marl^et  Reporting  Service : 

In  Charge,  G-  C.  "'vTheeler 
Transportation  Division: 

In  Charge,  Charles  A.  Forrest,  Room  712, 


Room  411  Connally  BuiL^ng,  Whitehall  and  Alabama  Streets, 
Telephone^  hlaln  IC97. 

Inspection  of  Perishable  Foods : 

In  Charge,       H.  Beckham 
Conservation  of  Food  Products  in  Transil;;  and  Storage: 

In  Charge,  R.  G.  Hill. 


Cotton  Branch  Office: 

In  Charge,  Unas signed 

235  Trust  Company  of  Georgia  Building 

Telephone , 


BALTIMORE,  M^YLML 

City  Comnittee: 

Cha-iiinan  ,  Harold  Anderson 
Clerk,  Miss  Eleanor  Watts 

^11  Custom  House,  Telephone,  St.  Paul  ^220. 

Market  Uews  Service  on  Fruijis  and  Vegetables: 

In  Charge,  ¥.  E.  Harrison 
Inspection  of  Perishable  Foods: 

In  Charge,  Samuel  F.  Shreve. 
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Pederal  Grain  Supervision  Branch.  Office: 
In  Charge,  Harold  /jaderson 

5lO  Zeyser  B-ail'Iirig,  Geriuan  and  Ci-lvert  Streets 
Telephone,  St.  Pa-ul  2979 


BOSTON,  MASSACEOSETTS 

City  Cornmittee : 

Chairman,  Fred  L.  Wallace 

Clerk,  Miss  Hose  E.  Kelley,  Uog  Fidaiity  Btiilding 

Joint  Office,  Fidelity  Bmlding,  1^3  State  Street,  Telephone  Rich- 
mond 3^0. 

Operating  Coinmittee; 

Cnairrcan,  J.  H.  Peters 

Head  Clerk,  Miss  Helen  Walsh,  Room  UCg 
Market  IWs  Service  on  BairT,^  Products: 

In  Charge,  Albert  B.  Loring,  P.oom  U09 
Market  ITewg  Service  on  ITruits  and  Vegetables : 

In  Charge,  Sa^cn  D.  Clark,  Room  406 
Inspection  of  Peris'.^able  Foe  3s: 

In  Ciiarge,  V.  H.  Darrc.v,  Oeorge  W.  Payne,  Eooa  UO? 
Market  ITews  Service  on  Live  Stock  and  Meats : 
Stock  Yards  Supervision: 

In  Charge,  Jiilius  H.  Peters,  Room  408 

Federal  Grain  Supervision  Branch  Office: 
In  Charge,  Fred  L.  Wallace 
llUo  Oliver  B\ailding,  141  Milk  Street 
Telephone,  Fort  Hill  339I 


BUFF.M/O,  11E91  YORK 

City  CoHH-ittee: 

Chairman,  George  E.  Engels 

Clerk,  Miss  id  ice       Ecward,  232  Post  Office 

BuiliSLng. 

Inspection  of  Perishable  Foods  Branch  Office: 
In  Charge,  George  E.  Engels 
232  Post  Office  Building 
Telephone,  Seneca  2^S9 

Federal  Grain  Supervision  Branch  Office: 
In  Charge,  John  T.  Cavana^ 
SS  Dun  Building,  Pearl  and  Swan  Streets 
Telephone,  Seneca  5^52 
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CAIRO,  ILLINOIS 

Federal  Grain  Supervision  Branch  Office: 
Acting  in  Charge,  Charles  E.  Taylor 
Room  5,  Post  Office  Builc3ing 
Telephone, 


CHICAGO,  ILLDTOIS 

City  Ccnmittee: 

ChairiP^an,  W.  H.  Hall 

Clerk,  I.  W.  Pew,  Administration  Building, 

Union  Stock  Yards. 

Joint  Office,  505-516  City  Hail  Square  Building,  139  ^Torth  .. 
Clark  St.,  Telephone,  Majestic  S520  and  8531. 

Opera-ting  Committee: 

Chairman,  W.  H,  Hall 

Head  Clerk,  Edyyard  P.  Lemott 
Inspection  of  Perishahle  Foods : 

In  Charge,  A.  D.  Gail,  Jr. 
Market  Hev;s  Service  on  Fruits  and  Vegetables: 

In  Charge,  W .  H.  Ball 
Market  Uev/s  Service  on  Dairy  Products: 

In  Charge,  Jesse  S.  Brown 
Transportation  Divr.sion: 

In  Charge,  C.  S.  Pierce 

59  Board  of  Trade  Building,  lUl  West  Jackson  St.,  Telephone, 
Harrison  UjOO,  Local  19O. 

Seed  Reporting  Service: 

In  Charge,  G.  Fred  Kellogg 
Hay  and  Feed  Market  Re-jorting  Servicer 

In  Chiarge,  H.  L.  Bowen 

Market  News  Service  on  Live  Stock  and  Meats: 
Stock  Yards  Supervision: 
■  -,    In  Charge,  S.  W.  Loty 

Administration  Building,  Union  Stock  Yards 
.   Telephone,  Boulevard  2UUl 

Continental  and  Commercial  Bank  Building,  20g  South  LaSalle  Street, 
Telephone,  Harrison  U70O,  Local  I90. 

Federal  Grain  Supervision.  Local  Office: 

In  Charge,  William  P.  Carroll,  Room  970 
Grain  Standardization: 

In  Charge,  Charles  M.  Fritz,  Room  9^2 
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Federal  Grain  S-upervision, 
General  Field  Headqioarters : 

Inspection  Efficiency  and  Board  of  Review  Branch  Office: 
Acting  in  Cha,rgs,  H.  T.  M\2o3 
Inspection,  5..  T.  Miles 
Board  of  Review,  0.  F.  Phil5.ps 
1132  Wetster  Building,  32?  South  LaSalle  Street 
Telephone,  Harrison  M-yOO,  Branch  159- 


CIlTCim^ATI,  OHIO 

City  Cocimittee : 
Cl'^airinan , 

Clerk,  II,  A.  Harlow,  210  Johnston  Building 
Jolmston  Building,  Fifth  Street  between  Talnut  and  Vine 


Operating  Cota-iittee: 
Chairman , 

Head  Clerk,  George  P.  Penning,  Roons  2Cg-209 
Telephone,  Main  lOlS  and  ^336. 

Market  News  Service  on  "ITruits  and  Vegetables : 
In  Charge,  Jom  T.  Glass,  Rooms  20S-2CO 
Telephone  ,  Main  1013  and  '43S6 
Inspection  of  Perishable  Foods : 

In  Charge,  John  II.  Rogers,  Room  2O9 ,  Telephone,  Main  '■^'^SG. 
Federal  Grain  Suoervision : 

Acting  in  Char-ge,  T7illiam  T.  Ingles,  Eoom  210, 

Telephone,  K?ain  5U0g 


CLEVELAIH),  OHIO 

City  Committee: 

Chairman,  Paul  "57.  Barnes 

Clerk  ,  Ivliss  Ly dia  E.  Frey,  503  Erie  Building 

503  Erie  Building,  East  Ninth  Street  and  Prospect  Avenue, 

Telephone,  Prospect  632,  and  Central  752*+. 

Market  News  Service  on  Fruits  and  Vegetables : 

In  Charge,  Benjamin  E.  Yaden 
Ins-;oection  of  Pei-i?hable  Foods: 

In  Charge,  Paul  Barnes. 
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Federal  Grain  Supervision  Branch  Office :- 
In  Cnarge,  H.  y.  Pr-ue 
7--^  Illi:j-ainati-.i-;:  ^.'.ilrin%* 
Telephone Iviain  I'^lS 


COMIBUS,  OHIO 

Market  'Jews  Service  on  Fr-gits  and  Vegetables  : 
Inspect -x>i cj'_  FfrlshO.'-.- 1  e_ _ jV:  c  : 
In  Charge,  V.  V.  ";r3?-.tgs.te 

503  Martlin  Building,  71  East  State  Street 
Telephone,  Jfein  9^04 


BAXLAS,  TEXAS 

Cotton  Branch  Office: 

In  Charf^;Oj  'T.  M.,  Ma.nguin 

1303  Southw-ntem  life  Insurance  Building 
Telephone,  Maia  6306 


mTl-TIR,  CCLOPLfi-DO 

City  Corcnittee  r 
Cha;j,t7nan, 
Clerk, 

Market  Nevfs  Service  on  Fruits  and  Vegetables : 
Inspection  of  Perishable  Foods : 

In  Charge,  J.  W.  ha^\T,  Hooia  3 OS 

Custom  House  Building,  iSth  and  Arapahoe  Streets 
Telephone,  Champa  3^37 

Federal  Grain  Supervision  Branch  Office: 
In  Charge,  Eptoraim  A.  Hill 

500  Cooper  Euil-img,  17 th  and  Curtis  Streets 
Telephone,  Champa  51'+ 

Stock  Yards  Supervision  Branch  Office: 
In  Charge,  Clarence  E.  Gibbons 
21U  Live  Stock  Exchange,  Stock  Yards 
Telephone,  Chari^oa  29 S7 
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lES  MOIKES,  IOWA 

Inspection  of  Perishable  Foods  Branch  Office: 
In  Charge,  W.  C.  Hackleman 

215  United  States  C-astom  House,  5th  and  Mulberry  Streets 
Telephone,  Walnut  1070 


EETROIT,  MICHIGAN 

City  Committee: 

Chairman,  Halph  W.  Taylor. 

Clerk,  Miss  Euth  I>urf  ee ,  3I2-316  HazKond  Building 

312-316  Hamnond  Building,  Griswold  and  Fort  Streets,  Telephone, 

Cadillac  2113  and  Cherry  6S36 

Market  Hews  Service  on  Fruits  and  Vegetables : 

In  Charge  ,  Dudley  Alleman 
Inspection  of  Perishable  Foods: 

In  Charge,  Frank  A.  L.  Bloom 

Federal  Grain  Supervision  Branch  Office: 
In  Charge,  Halph  W.  Taylor 
605  Detroit  Free  Press  Building 
Telephone,  Cherry  3371 


DOLUTH,  ^TI13NES0TA 

Federal  Grain  Supervision  Branch  Office: 
In  Charge,  P.  J.  Brittain 

Rooms  1-U,  ShQrwood  Building,  31^-320  West  First  Street 
Telephone ,  Melrose  5S85 


EAST  ST.  LOUIS,  ILLIrJOIS 
(See  St.  Louis,  Missouri  ) 

FOND  m  LAC,  WISCONSIN 

Market  Ne'.vs  Service  on  Dairy  Products  Branch  Office: 
In  Charge,  J.  B.  McCready 
Carey  Building,  19-21  Sheboygan  Street 
Telephone,  1002 
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FORT  WOR.ini,  TEXAS 

City  Conmittee: 

Cbairman,  L.  G.  Shultz 

Clerk,  Mi3S  Alice  E.  Pulliam,  506-5OS  Moore 
Building,  lOth  and  Main  Streets 

Joint  Office,  Moore  Building,  10th  and  Main  Streets,  Telephone, 

Lamar  U-Sl5. 

Operating  Coianittee: 

Chairman, 

Head  Clerk, 
Inspection  of  Perishable  Foods: 

In  Charge,  L.  G.  Schult3,  Room  505,  Lamar  U615 
Transportation  Division: 

In  Charge,  J.  E.  StuDhlef ield.  Room  5^5 
Hay  and  Feed  Market  Heporting  Service: 

In  Charge,  G.  B.  Alguire,  Raom  5*^ 

Stock  Yards  Supervision  Branch  Office: 
In  Charge,  Vern©n  E.  Foster 
Room  20k,  Live  Stock  Exchange  Building 
Telephone,  Prospect  7^2 

Federa.1  Grain  Supervision  Branch  Office: 
In  Charge,  James  B,  T7allace 
511  First  National  Bank  Building 
Telephone,  Lamar  3377 


G4LVS3T0N,  TEXAS 

Federal  Grain  Sitpervision  Branch  Office: 
In  Charge,  Herhert  L.  Bihkley 
222  Security  E^oilding 
Telephone  2632 


GREELEY,  COLQSATO 

Market  News  Service  on  Fruits  and  Vegetables  Branch  Office: 
In  Charge,  Herbert  E.  Hunger 
21^  Post  Office  Building 
Telephone  ,  Greeley  3^2 
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HOUSTON,  TEXAS 

Inspection  of  Perishable  Foods: 

In  Charge,  Charles  D.  Shirley 

925  Southern  Pacific  Building,  Franklin  and  Travis  Streets 
Telephone,  Preston  ^595 


IITDmAPOLIS ,  INDIANA 

City  Comnittee: 
Chairman, 
Clerk, 

Market  News  Service  on  I'Vuits  and  Vegetables  : 

Inspection  of  Perisliable  Foods  : 
In  Charge,  L.  J.  Case 
1101-1102  City  Trust  Building, 

Telephone  USSS 

Federal  Grain  Supervision  Branch  Office: 
In  Charge,  Harry  A.  Rhodes 
S27  Board  of  Trade  Building 
Telephone,  Main  2322 

Stock  Yards  Supervision  Branch  Office: 
In  Charge,  Lewis  C.  Bailey 
35-3S  Live  Stock  Exchange  Building 
Telephone ,  Main  I3CI 


JACKSONVILLE,  FLOEILA 

Inspection  of  Perishable  Foods: 
In  Charge,  D.  W.  Hadsell 

911  Bisbee  Building,  UI-U3  West  Forsyth  Street 
Telephone,  Bell  7^0 


KANSAS  CITY,  MISSOURI 

City  Conmittee : 
Chairman, 

Clerk,  Janes  B.  Kerrigan 
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Postal  Telegraph  Bvildlng,  Sth  and  Delaware  Streets. 

Federe.l  G-raiM  Supervision : 

In  Cha-r-ge,  Josb.i^a  M.  Chilton,  Room  31'^ 
Telephone,  Bell  Main  ^6l6. 
Grain  St  j.ridardi2:.at:' on: 

In  fharge,  J.  D.  Bforgan,  Room  3O3 

Telephone,  Bell  Main  U-Ug5 

Railway  Exchange  Building,  7th  and  Walnut  Streets. 

Marlzet  News  Service  on  Fruits  and  Vege tables : 

In  Charge,  W.  Gary  Thompson,  Rooms  2  32-213 

Teleplione,  Bell  Main  21^-2 . 
Inspection  ox  Perishable  Foods: 

In  Chc.rge,  L.J.  Feishaa.r,  Room  212 

Telephone,  Home  Main  7993- 

Rooms  U09-U-12  Kansas  City  Life  Insurance  Building,  gCU  Grand  Avenue. 

Kay  and  Feed  B'^arl'Tei:  Reporting^  Service: 
In  Charge,  CP.  Martin 

Telephone  Main  ^157 
Seed  Reporting;  Service: 

Ir.  Charge,  J.  T7.  I^^kes 

Telephone,  Main  ^+157 

Market  ITevv'S  Service  on  Live  Stock  and  Meats: 
Stock  Yards  Supervision: 

In  Charge,  Max  Y.  Griffin 

964  Live  Stock  Exchange  Building 

Telephone,  Bell  Main  15^+7,  Home  Main  19^5- 


LOS  ALJGELES,  C-ALIFORITIA 

Market  Uews  Service  on  Fruits  and  Vegetables  : 
Inspection  of  Perishable  Foods: 
In  Charge ,  C .  J .  Hansen 

20'4-20S  Wholesale  Terminal  Office  Building,  130^4-  East  7th  Street 
Telephone  ,  Pico  3^1  • 
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LOUISVILLE,  miTUCKT 

Federal  drain  Supervision  Branch  Offics: 
In  Charge,  James  W.  Wesson 
27  Board  of  Trade  Bizilding 
Telephone ,  Main  197*^ 

Stock  Yards  Supervision  Branch  Office: 
In  Charge,  Yl.  Y!.  Stockton 
229  Live  Stock  Exchange  Bvdlding 
Telephone 


MEMPHIS,  TEKKESSEE 

Exchange  Building,  Madison  and  Second  Streets. 

Inspection  of  Perishable  Foods: 

In  Charge,  J.  Harol d  Hoover ,  Eooin  ^OU 
Telephone,  Main  79°- 
Federal  Grain  Su"nervision: 

In  Charge,  Ed.  Keiser,  Hcoin  '403 
Telephone,  Main  223^. 


MILWAUKEE,  WISCONSIN 

Federal  Grain  Supervision  Branch  Office: 
In  Charge,  T7illiam  H.  Mcronald 
SI 5  Railway  Exchange  Building 
97  Wisconsin  Street 

Inspection  of  Perishable  Foods  Branch  Office: 
In  Charge,  H.  A.  Arenz 
31U  Federal  Building 
Telephone ,  Broadivay  39U-Q  . 


MINNEAPOLIS,  MINI^ESOTA 

City  Coramittee : 

Chairman,  R.  C.  Miller 
Clerk 
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Market  State  Bank  Building,  Second  Avenue  North  and  7th  Streets. 

Operating  Coramittee: 

Chairman,  C.  L.  Pier 
Head  Clerk, 

Market  News  Service  on  Fruits  and  Vegetables  r 

In  Charge,  R.  Maynard  Peterson,  Rooms  3O2-3O3 

Telephone  Nicollet  4508,  Cedar  79^4-,  Automatic  3IIS5 
Inspection  of  Perisha<ble  Foods: 

In  Charge,  F.  H.  Hunter,  Room  302 

Telephone,  Nicollet  ^+503 
Market  News  Service  on  Dairy  Prodacts: 

In  Charge,  C.  L.  Pier,  Room  3^2 

Telephone,  Nicollet  k^OB,  Cedar  79^ 
Transportation  Division : 

In  Charge,  Walter  H.  Seidel,  Room  302 

Telephone,  Nicollet  l4-50g,  Cedar  79I+. 

Flour  Exchange  Building,  Corner  Third  Street  and  Fourth  Avenue,  South. 

Federal  Grain  Supervision: 

In  Charge,  R.  C.  Miller,  Room  326 

Telephone,  Nicollet  2C9I,  Automatic  36977 
Hay  and  Feed  Karl  at  Reporting  Service : 

In  Charge,  R.  B.  Smith,  Room  320 

Telephone ,  Nicollet  I060 
Q-i^ain  Standardisation: 

In  Charge,  Charles  R.  Haller,  Room  ^+00 

Telephone,  Main  I359 


NASHVILLE,  TENNESSEE 

Federal  Grain  Supervision  Branch  Office: 
In  Charge,  R.  C.  Mill 

807  Independent  Life  Building,  5th  Avenue  and  Church  Street 
Telephone,  Main  269O 


NATIONAL  STOCK  YARDS,  ILLINOIS 
(See  St.  Louis,  Missouri) 
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NEW  DELECTS,  LOUISIMA 

City  Cornniotee: 
ChairiEan, 
Clerk, 

Metropolitan  Banlr  Building,  Camp  and  Poydras  Streets- 

Inspection  of  Perishable  Foods: 

In  Charge,  F.  H.  Lister,  Room  31'*^ 

Telephone,  Ilain  3I7S 
Federal  Grain  SuT'ervision: 

In  Charge,  Hobert  R.  Sa\anders,  Room  5^3 

Telephone,  Main  313^ 
Grain  Standardization: 

In  Charge,  C.  H.  Bennett,  Room  503 

Telephone,  !Iain  3^31 

Cotton  Branch  Office: 

In  Charge,  F.  W.  Knight 
Room  307,  -'i-'brahain  Building 
Telephone ,  Main  55^ 

Stock  Yards  Supervision  Branch  Office: 
In  Charge,  Janies  K.  Wallace 
Roon  S,  Live  Stock  Exchange, 
Arabi,  La. 


KEW  YORK  CITY 

City  Conmjittee : 

Chairrtan,  H.  D.  Enoop 
Clerk,  P.  L.  Gray 

Joint  Office,  Rooms  UC^-Ulo ,  Frui">  Trade  Building,  2Ck  Fracklin  St., 

"x^elephcne ,  FranliLir-  265O 

Operating  Coamittee: 

Cliainiian,  E.  D.  Knocp 

Head  Clerk,  P.  L.  Gray 
Market  News  Service  on  Fruits  and  Vegetables: 

In  Charge,  J.  J.  Ahearn,  Room 
Inspection  of  Perishable  Foods: 

In  Charge,  E.  L.  Markell,  Room 
Market  News  Service  on  Live  Stock  and  Meats: 
Stock  Y^ds  Su'Pervision: 

In  Charge,  H.  D.  Knoop,  Room  U09 
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Market  News  Service  on  Dalr^/  Products: 

In  Charge,  A.  C.  Ding.vall 
Transr>ortation  Division: 

In  Charge, 

Federal  Grain  Supervision  Branch  Office: 
In  Charge,  La-urel  Duval 

Room  l6C7  Lord's  Court,  27  Williams  Street 
Telephone  ,  Broad  ^-27^ 

Cotton  Branch  Office : 

Williai:!  C.  Neal,  Room  27  Cotton  Exchange  Building, 
60  Beaver  Street, 
Telephone  ,  Harxover  26S5 


NORTH  PORTLAMD,  OREGON 
(See  Portland,  Oregon) 


OKLAHOm  CITY.  OKLAHOMA 

Federal  Grain  Supervision  Branch  Office: 
In  Charge,  George  F.  Binderim 
502  Patterson  Building,  320  West  Main  Street 
Telephone,  Walnut  22SU 


0?/[AEA,  NEBRASKA 

City  Conmittee: 

Chairman,  B.  B.  Jones 

Clerk,  Evelyn  R.  Walker,  ^37  Keeline  Building, 
Telephone,  Douglas  UUOO 

Market  News  Service  on  Fruits  and  Vegetables  : 
Inspection  of  Ferishable  Foods: 
In  Charge,  B.  3.  Jones 

!4-37  Keeline  Bijiilding,  17th  and  Harney  Streets 
Telephone,  Douglas  5U-00 

Federal  Grain  Super^/ision  Branch  Office: 
In  Charge,  Walter  Fowler. 

738  Brandeis  Building,  l6th  and  Douglas  Streets 
Telephone  ,  Tyler  2632 
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Market  Hews  Service  on  Live  Stocli  ar.l  Meats: 

Stock  Yar'3s  Supervision: 

In  Charge,  E.  H.  Scliroer 

31s  Live  Stock  Exchange  Building 

Telephone ,  South  U216 


PEORIA.  ILLINOIS 

Federal  Grain  Supervision  Branch  Office: 
In  Charge,  Charles  F.  Standring 
509  Lehnann  Building 
Telephone,  JJlain  S152 


PHILADELPHIA,  PEJITSYLVAIHA 

City  Corarrittee:  , 
Chairman,  Leon  E.  Gaylord 

Clerk,  Miss  Mary  E.  Rieger,  3OS  Bourse  Building 
Telephone,  Lcdbard  ^i?73 

Joint  Office,  Bourse  Building,  4th  and  5th  between  Ludlw  and  Ranstead. 

Q-peratiag;  CoEinittee: 

Chairman,  Leon  E.  Gaylord 

Head  Clerk,  f^isg  Mary  E,  Rieger,  Rocn.  3O6 
Market  Hews  Service  on  Live  Stock  and  Meats : 

In  Charge,  Jonn  A.  Burgess,  Room  311» 

Telephone,  Lombard  4^73 
Market  "'Tews  Servi.ce  on  Fr'aits  and  Vegetables : 

In  Charge,  E.  R.  Biddls,  Rcorn  303 

Telephone,  Lombard  ^57^ 
In£r)ection  of  Psrisliable  Foods: 

In  Charge,       L.  ''^iiliams,  Room  3C8,  Telephone  Lombard 
?Jarket  ITevs  Service  on  !Dairy  Projects : 

In  ChajTge,  Lean  E.  Gaylord,  Boom  312 

Telephone ,  Loinbard  ^575 

Federal  Grain  Supervision  Branch  Office: 
In  Charge,  E.  C.  Noll 

57s.  Bourse  Building,  ^th  and  5th  between  L-adlaw  anl  Banstead 

Telephone,  Losabard  43U9 
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PITTSBURGH,  PEIINSYLVOTA 

City  Committee: 

Chairman,  F.  G.  Hobb 

Clerk,  Miss  Rose  Amdarslcy,  302  Kellerman  Building. 
Zellerman  Building,  ISth  Street  and  Perm. .  Avenue. 

Market  Nev/g  Service  on  Fruits  and  Vegetables : 

in  Cliarge,  F.  R.  lleebler,  Rooms  3^^2-303 

Telephone,  Grant  257^ 
Inspection  of  Perishable  Foods ; 

In  Charge,  F.  G.  Robb,  Room  3-^ 

Telephone,  Grant  G^GO 

Stock  Yards  Suioervision  Branch  Office : 
In  Charge,  John.  D.  Lewis 
916  Bessemer  Building 
Telephone,  Bell  Court  1220 


PORTLAND,  OREGON 

City  Committee: 

Chairman,  George  K.  Landers 
Clerk,  Mrs.  Gladys  Baldwin,  519  Post  Office 
Building,  Telephone,  Broadway  53S2 

519  Post  Office  Building,  Telephone,  Broadvvay  5322. 

Federal  Grain  Supervision: 

In  Charge,  George  K.  Landers 
Grain  Standardization : 

In  Charge,  C.  C.  Ruth. 

Oregon  Building,  5th  and  Oak  Streets, 

Market  News  Service  on  Dairy  Products: 
Market  News  Service  on  Fruits  and  Vegetables : 
1  In  Charge,  Donald  F.  Mattson 

Rooms  UOS-M-09,  Telephone,  Broads^vay  2135- 

Stock  Yards  Supervision  Branch  Office: 
In  Charge,  James  Christensen 
31s  Live  Stock  Exchange,  North  Portland 
Mail:  Box  36,  North  Portland 
Telephone,  ¥oodlawn  2^00 
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ST.  JOSEPH,  rvIISSOURI 

Federal  Grain  Supervision  Branch  Office: 
In  Charge,  James  P.  Stanfield 
Boom  lOOg  Corhy  Porsee  Building 
Telephone  2551 


ST.  LOUIS,  MISSOURI 

City  Committee: 
ChairiTian , 
Clerk, 

Old  Custom  House,  Third  and  Olive  Streets. 

Market  News  Service  on  Pr-gits  and  Vegetables: 

In  Charge,  Lorain  H.  Brown,  Room  UOl 

Telephone,  Olive 
Ins-pection  of  Perishable  Foods: 

In  Charge,  Room  ^13 

Telephone ,  Olive  1112 

Federal  Grain  Supervision  Branch  Office: 
In  Charge,  H.  C.  Adams 

S17  Pierce  Building,  Fourth  and  Pine  Streets 
Telephone,  Olive  533^. 

Market  Hew^  Service  on  Live  Stock  and  Meats  : 
Stock  Yards  Supervision: 

In  Cliarge,        0.  Ellis 

6O-61  Exchange  Building  No.  2,  East  St.  Louis,  Illinois 
Telephone,  Bell  East  266O 


ST.  PAUL,  MINNESOTA 

Market  Nev/s  Service  on  Live  Stock  and  Meats : 
Stock  Yards  Supervision : 

In  Charge,  Don  J.  Slater 

523  Idve  Stock  Exchange,  South  St.  Paul 

Telephone,  Concord  5^5 
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SALT  LME  CITY,  UTiiH 
ITess  B-ailding,  2S  Test  Second  Soutli  Street. 

Stock  Yards  S-q'pervision : 

Acting  in  Charge,  W.  F.  Eice,  Room 

Telephone,  Wasatch  9O52 
Feders-l  G-rajn  Supervision : 

In  Charge,  "iiValfcer  J.  Morgan,  Eoom  U23 

Telephone,  Wasatch  3S^0 


SAN  IjBAI'TCISCO,  CALIFOPSIA 

City  Coinnittee: 
Chairman, 
Clerk, 

Joint  Office,  Consular  Building,  ^10  Battery  Street 

Q-perating  Goir:m:^-ttee : 
GhaiiT:3.n, 
Head  Cle-:3r, 

Bferket  Na'';?  -Ser-ice  on  Fruits  and  Vegetables : 

In  Oftsrge,  H.  A.  Harris,  Hooais  3^5-323 

Telephone,  Sutter  I527 
Market  ITews  Service  on  Dairy  Prod/acts : 

In  Oharf.e,  0.  W.  Holmes,  Rooms  315-317 

Telephone,  Cutter  152? >  152S 
Transpoi tation  Division : 

In  Charge,  I.  N.  Randall,  Eoom  317 

Telephone,  Sutter  I527 

Balboa  Building,  593  Marlret  Street, 
Telephone,  Sutter  152 7. 

Seed  Reporting  Service : 

In  Charge,  S.  S.  Lawrence,  Room  607 
Stock  Ya.rds  '^'■iTpei'  :±Bion : 

In  Charge,  S.  E.  Niccolls,  Room  606 

Federal  Grain  Supervision  Branch  Office: 
In  Charge,  James  F.  McKenzie 

1131  Merchants  Exchange  Building,  US5  California  Street. 
Telephone,  Sutcer  7456. 

Hay  and  Feed  Market  Reporting  Service  Branch  Office: 
In  Cliarga,  Will  iam  C  -  Farrell 
1216  Merchants  Exchange  Building 
Telephone, 
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SEATTLE,  T7ASHINGT0N 


Pedferal  Grain  Supervision  Branch  Office 
In  Charge,  B.  W.  Whitlock 
2304  L.  C.  Smith  Building 
Telephone,  Elliott  2379- 


SOUTH  ST.  JOSEPH,  MISSOURI 
(See  St.  Joseph) 


SOUTH  ST.  PiiUL,  MINNESOTA 
(See  St.  Pa^ol) 


SPQKAITE,  WASHINGTON 

City  Coomittee: 
Chairman, 

Clerk,  Mrs.  Lola  B.  Gerry,  '42U  Post  Office 
Bui  1  ding . 

Federal  Grain  Supervision  Branch  Office: 

Room  jlS  CliamlDer  of  Commerce  Building,  TTashington  Street 

Telephone,  Main  hO^B 

Acting  in  Charge,  William  H.  Shea. 

Post  Office  Building: 

Market  News  Service  on  Fruits  and  Vegetables : 
In  Charge,  Mrs.  Lola  B.  Cxerry,  Soom  42^4 
Telephone,  Main  Uqog. 

Hay  and  Feed  Market  Ee-porting  Service  : 

In  Charge,  Abraham  Bickles,  Room  4I9 


TOLEDO,  OHIO. 

Federal  Grain  Supervision  Branch  Office: 
In  Charge,  C.  L.  Cannon 
Room  2OC9  ,  Second  National  Bank  Building 
Telephone,  Main  I9O9. 


WICHITA,  KA^TSAS 

Federal  Grain  Supervision  Branch  Office: 
In  Charge,  Robert  D.  Jarboe 
313  Sedg^vick  Building 
Telephone,  Market  3508 
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YAKIMA.,  WASHI!v-"(-}':?ON 

Conservation  of  FoodProctacts  in  Transmit  and  Storage  Branch  Office: 
In  Charge,  F.  W.  iVllen 
62U  Miller  Building 
Telephone,  SU3 


ARKANSAS :  ' 


CONNECTICUT: 


STATE  COOPERATION  IN  MAEKI?l^ING 

Mr.  John  E.  T^.i]  1 , 

Field  Agent  in  Mark(5t-.ng, 

31s  Southern  Ti'ust  .building, 
Little  Rock,  Arkansas. 


Field  Agent  in  Mark3ting, 

Corjr.ectic"ut  Agi'i cultural  CiYllege, 
Storrs ,  Connecticut. 


GEORGIA: 


Mr.  H,  Bruce  Price, 

Agent  in  City  Marketing, 
Storrs,  Connecticut. 

Mr.  Harry  L.  Brovm, 

Field  Agent  in  Marketing, 

Georgia  State  College  of  Agriculture 
Athens  ,  Georgia. 


INDIANA; 


IOWA: 


llr.  M.  C.  Gay, 

Assistant  in  Marketing  Investigations, 
M-11  Connally  Building, 
Atlanta,  Georgia. 

Miss  Myra  Wilhite, 
Collali orating  Clerk, 

Georgia  State  College  of  Agriculture, 
Athens ,  G  e o r  gia . 

Mr .  J .  R ,  Cavanagh , 

Field  Agent  in  Marketing, 
Purdae  University, 

West  Lafayette,  Indiana. 

Mr.  L.  G.  Foster, 

Field  Agent  in  Marketing, 

Iowa  State  College  of  Agriculture, 
Ames,  Iowa. 
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Mr.  Paul  C.  Tomlinson, 
Agent  in  Marketing  ^ork, 

Iowa  State  College  of  Agric-alture , 
Jknes ,  lo-.va. 


MASSACHDSETTS : 


Mr.  John  D.  Willard, 

Agent  in  Marketing  TJork, 

Massacliasetts  Agricult-ural  College, 
Amherst,  Massachusetts. 


MICHIGAH: 


MimiESOTAt 


MISSISSIPPI 


MONTANA: 


Mr .  Hale  Tennant , 

Field  Agent  in  Marketing, 

Michigan  Agricultural  College, 
East  Lansing,  Michigan. 

Mr.  George  C.  Raviler 
Agent  in  Organization, 

Michigan  Agricultural  College, 
East  Larxsing,  Michigan. 

Dr.  John  D.  Blad?, 

Field  Agent  in  Marketing, 

College  of  Agriculture .University  of  Minneso- 
University  Farm,  St.  Fsiil,  Minnesota. 

Mr.  Frank  Rohotka, 

Field  Agent  in  Market  Business  Practice, 
College  of  Agricolture, University  of  Minnesota 
University  Farm,  St.  Paul,  Minn. 

Mr.  Thomas  Patterson, 

Field  Agent  in  Live  Stock  Marketing, 

Mississippi  ^.-Lgric-ultural  and  Mech.  College, 
Agricultural  College,  Mississippi. 

Mr  .  John  F.  McKay  , 

Field  Agent  in  Truck  Crop  Marketing, 

Mississippi  Agricultural  and  Mech.  College, 
Agricultural  College,  Mississippi. 

Mr.  T7.  L.  Beers. 

Field  Agent  in  Marketing, 

Montana  State  College  of  Agriculture  & 

Mechanic  Arts , 

Bozeman.  Montana. 

Mr.  John  M.  Brander, 

Agent  in  Live  Stock  Marketing, 

Montana  State  College  of  Agriculture  & 

MecharJ.c  Arts, 

Boz^nan,  Montana. 
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NEW  MEXICO : 


Mr.  H.  C.^^Pilley,     -  , 
Field  Agent  in  Marketing, 

College  of  Agriculture,  University  of  Nebraska, 
,  Lincoln,  Nebraska. 

\, 

Mr.  Clyde  H.  Heard, 

Agent  in  Marketing  Work, 

College  of  Agriculture,  University  of  Nebraska, 
Lincoln,  Nebraska. 

Mr.  C.  A,  McNabb, 

Field  Agent  in  Marketing, 

New  Mexico  College  of  Agriculture  &  Mechanic 

Arts, 

State  College,  New  Mexico. 


NEW  YOEK: 


NORTH  CAROLINA:  Mr.  W.  E.  Camp, 

Field  Agent  in  Marketing, 

North  Carolina  State  College  of  Agriculture 

and  Engineering, 
West  Raleigh,  North  Carolina. 

Mr.  Chas.  S.  Jones, 

Agent  in  Marketing  Live  Stock, 

North  Carolina  State  College  of  Agriculture 

and  Engineering, 
West  Raleigh,  North  Carolina. 

Mr.  0.  J.  McConnell, 

Assistant  in  Cotton  Grading, 

North  Carolina  State  College  of  Agriculture 

and  Engineering, 
West  Raleigh,  North  Carolina. 

OHIO:  Mr.  V.  H.  Davis, 

Field  Agent  in  Marketing, 
State  Capitol, 
Columbus ,  Ohio . 

Mr.  ?J.  F.  Rofkar, 

Agent  in  Marketing  Work, 
State  Capitol, 
Columbus,  Ohio. 

Mr.  Thomas  D.  Phillips,  ■ 
Agent  in  Organization, 
State  Capitol, 
Columbus  ,  Ohio. 
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OREGON: 


Dr.  Hector  Macpherson, 
Field  Agent  in  Marketing, 
Oregon  Agric-ult-ural  College, 
Corvallis,  Oregon. 


SOUTH  CAROLINA: 


miNESSEE  ■ 


UTAH: 


VERMONT: 


VIRGINIA: 


WASHINGTON; 


Mr.  Paul  Mehl, 

Agent  in  Tferketing  Woifc, 

Oregon  Agricultural  College, 
Corvallis,  Oregon. 

Mr .  Fr  e  d  L .  Harkey , 

Agent  in  Marketing  Work, 

Cleinson  Agricultural  College, 
Clemson  College,  South  Carcliria. 

Mr.  C.  E.  Brehm, 

Field  Agent  in  Marketing, 

College  of  Agriculture,  University  of 
Knoxville,  Terjiessee. 

¥ir,  Z.  B.  Wallin, 

State  Agent  in  Marketing, 

Agricultural  College  of  Utah, 
Logan,  Utah. 

lAr.  M.  R.  Tolstrup, 

Field  Agent  in  Max-keting, 
State  House, 

Montpelier ,  Vermont . 

Mr.  J.  Frank  Fooshe, 

Field  Agent  in  Marketing, 
Room  309  Lyric  Building, 
Richmond,  Virginia. 

Mr.  rani el  B.  Owen, 

Agent  in  Marketing  VTork, 
Room  309  Lyric  Building, 
Richmond,  Virginia. 

Mr .  Jos  eph  Pas  s  onneau , 
Agent  in  Marketing  VJork, 

State  College  of  V7ashington, 
Pxillman,  Washington. 

Mr  .  J  ames  L .  Dunias  , 

Extension  Agent  in  Marketing, 
State  College  of  Washington, 
Pullrcan,  Washington. 


Acting  Chief  cf  B-or 


UW^TED  STATES  DEPARTMEE^T  OF  AGRICULTURE 
BUREAU  OF  MARKETS 
WASHINGTON,  D.  C. 


IKEOmaTION  CIRCULAR  VOL.  2,  NO.  3. 

August  15,  1919  .  f  - 


1.     OVERDRAWING  LETTERS  OF  AUTHORIZATION. 

During  the  past  fiscal  year  an  excessive  number  of  overdrafts 
on  letters  of  authorization  occurred,  making  very  many  retroactive 
amendments  necessary.     This  indicates  a  most  decided  lack  in  the  keep- 
ing of  necessary  records .     It  is  self-evident  that  in  a  great  many 
cases  no  attempt  has  "been  made  to  keep  any  sort  of  record  of  expendi- 
tures m.ade  under  letters  of  authorization,  reliance  "being  placed  on 
the  ability  to  get  administrative  approval  of  retroactive  amendments 
to  cover  any  deficit. 

This  indicates  the  gravest  sort  of  disregard  for  regulations 
and  supervisory  control.    A  repetition  of  this  procedure  must  not 
occiir  d'oring  the  present  fiscal  year.     The  various  allotments  and 
appropriations  have  been  materially  reduced  and  the  projects  are  run- 
ning on  so  small  a  margin  that  the  funds  available  may  be  over-ex- 
pended with  very  serious  results  if  accurate  accounts  axe  not  kept. 

To  procure  approval  on  retroactive  am.endments  covering  over- 
expenditures  it  will  be  necessary  in  each  case  to  make  a  personal 
appeal  to  the  chief  or  actir-g  chief,  giving  good  and  sufficient  rea- 
son why  such  action  should  be  taken.     In  no  case  mil  retroactive 
amendments  be  passed  unless  the  cause  undeniably  voarrants  exceptional 
action. 


2 .     CHECKING  LO./^  OF  EQUIBJENT ,  LEATTE  TAKEL^'.  MP  MAILING  LISTS  BE- 
FORE SEPARATIONS  FROM  SERVICE. 

Attention  is  called  to  Bureau  Memorandum  No.  1S2,  in  which  it 
is  directed  that  the  Section  of  Supplies  and  Accounts  will  not  release 
final  salary  or  money  due  for  reimbursement  of  an  employee  granted 
leave  without  pay  or  furloughed  for  extended  periods  or  separated  from 
the  service  by  resignation  or  otherwise,  until  certificates  are  re- 
ceived from  a  responsible  project  officer  to  the  effect  that  all 
property  for  which  the  employee  concerned  is  in  any  way  responsible 
has  been  satisfactorily  accounted  for. 
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Project  leaders  will  "be  held  personally  responsible  for  the  re- 
turn of  property  of  this  sort  prior  to  final  payment  of  salary.  In 
the  past,  the  greatest  difficulty  has  been  experienced  in  keeping 
track  of  books,  cameras,  brief  cases,  typevrri ters ,  passes,  identifica- 
tion cards,  card  cases,  and  other  Bijreau  property  loaned  to  employees. 
In  order  to  "have  an  accurate  check  upon  this  material,  it  is  suggested 
that  head  clerks  of  projects  in  Washington  and  head  clerks  of  branch 
offices  in  cities  outside  of  Washington  prepare  a  card  or  sheet  for  each 
errployee,  indicating  the  articles  loaned  and  date  returned  arid  having 
spaces  for  checking  the  leave  taken  by  the  employee  and  the  removal  of 
his  name  from  the  mailing  lists  .     Such  a  card  will  show  at  a  glance  all 
of  the  m.atters  to  be  considered  when  an  einployee  leaves  the  service. 

A.  new  form,  for  use  in  requesting  separations  from  the  Bioreau 
service,  is  no";  in  stock.    This  form  calls  for  information  on  the 
points  covered  herein. 

3.    PHOTOSTAT  MT)  PHOTOGR^J^HIC  WORK. 

The  attention  of  all  employees  in  Washington  is  called  to  the 
recent  issuance  of  Form  BM-?'^,  Reqiiisition  for  Photographic  ^ork.  This 
form  should  be  used  when  ordering  photostat  or  photographic  work.  .  When 
the  present  supply  of  Form  EI^-23  is  exhausted  it  ^vili  not  be  replenished, 
Form  BM-7U  to  be  used  in  its  place. 

The  attention  of  all  concerned  is  directed  also  to  Form 
Record  Slip  for  Photographs .     One  copy  of  this  form  should  accompany 
each  negative  sent  to  the  Photographic  Laboratory  for  filing.  Full 
instructions  concerning  this  matter  are  given  on  the  back  of  Form 

A  sup:  i-y  of  Forms  ETJ-SU  and  is  kept  in  stock  and  may  be 

obtained  on  'abrequest  the  same  as  in  the  case  of  other  supplies  used 
by  the  Bureau. 

DOUBLE  SPACING  TITO  OR  THREF  LIIvTE  LFTTEHS . 

Reference  is  made  to  Bureau  Memorandum  No.  159 »  relating  to 
economies  to  be  effected  to  conserve  paper,  item  1  of  which  states  that 
"where  a  saving  may  be  effected  by  so  doing,  correspondefice  be  single- 
spaced  mth  a  double  space  between  paragraphs." 

In  the  case  of  very  short  letters  no  saving  is  effected  by  single 
spacing.    It  is  requested,  therefore,  that  such  letters  be  double- 
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spaced,  that  the  margins  be  widened,  and  that  discretion  be  exercised 
in  centering  to  prodnce  the  most  satisfactory  results.     This  should 
not  be' done,  hov\rever ,  when  it  will  result  in  running  over  onto  a  sec- 
ond sheet,  cr  in  using  a  full-length  instead  of  a  three-quarter  letter- 
head. 


5.    millWG  L:STS  of  county  AGEI^TS; 

Frequent  inquiries  are  received  from  various  projects  of  the 
Bureau  with  regard  to  mailing  lists  of  co'unty  agents.     These  lists 
are  set  up  en  plates  held  in  the  Government  Printing  Office,  and  are 
available  for  proper  use  by  m.eans  of  a  letter  to  the  Division  of  Publi- 
cations, which  should  be  prepared  for  the  signature  of  the  Chief  Clerk 
of  this  Bureau,  requesting  that  envelopes  be  addressed  from  the  lists, 
which  shoiold  be  specified,  and  the  bulletins,  etc.,  mailed  from  the 
Government  Printing  Office.     In  every  case,  however,  the  material  it 
is  desired  to  send  to  county  agents  must  be  submitted  to  the  States 
Relations  Service  for  s.pproval  in  order  that  that  Service  may  advise 
as  to  which  agents  the  m.aterial  may  or  should  be  directed.     A  descrip- 
tion of  these  lists  follows:     The  numbers  and  letters  given  are  the 
list  designations  used  by  the  Superintendent  of  Documents . 

Office  of  Extension  livork  in  the  South: 

No.  of  addresses. 

Superintend^*" t  of  Documents  Key  No .      ■  - 
3SO-L,  List        Homie  Demonstration  Agents  -  -  -  - 

  -  -  1+97 

380-M,  Cou,^      Agents   93^ 


Office  of  Extension  Work  -  North  and  77est : 

No.  of  addresses 

Key  No. 

CD-I,      Extension  Directors  and  assistant  extension 

directors  --------------------  3^ 

CD-2a,    State  Club  leaders  and  assistant  State  Club  leaders  lOS 
CD-2b,    County  Club  leaders,  assistant  county  club  leaders 

and  District  club  leaders  ------    236 

CD-3a,  State  and  Assistant  State  County,  agent  leaders  -  -  12'+ 
CD-3b,     County  Agents  and  District  Agents       ll6U- 
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CD-3c,    Assistant  Co-jnty  Agent  leaders       -105 

CD-U,      Farm  management  demonstrators  ------------ 

Cl'-pa,    Scats  and  Assistant  State  Home  lieaons tratiori  leaders  7/ 
CD- 5b,    Co-anty  and  Assistant  County  and  City  denionstration 

leaders  and  assistants  --------------- 

CD-2 ,      Libre^ries  -  --  --  --  --  --  --  --  --  --  --  - 


533 

597 


6.    AHMJAL  LEAVE  FOR  B5SIGNIKG  FTPLOYFTS . 

A  precedent  has  been  established  by  the  Office  of  the  Secretary 
in  the  ruling  made  on  certain  cases  v.here  iTiOre  than  accrued  leave  has 
been  requested  for  resigning  en^ployecs. 

Hereafter  rAien  an  employee  of  the  Bureau  resigns  to  accept  a 
position  v/ith  a  commercial  concern,  he  may  not  receive  other  than  ac- 
crued leave  after  he  begins  any  gainful  occupation,  cr  begins  to  draw 
any  salary  or  other  emoluments  from  his  prospective  employment. 


7.     SALAP.IES  OF  mgORARY  TELEGRAPH  OPEEATORS . 

Tne  attention  of  the  men  in  charge  of  branch  offices  i?  called 
to  the  fact  that  telegraph  operators  who  are  being  employed  temporarily 
under  letters  of  authorisation  to  replace  operators  on  leave  or  ill, 
or  for  other  emergency  reasons,  are  frequently  paid  upon  the  same  per 
annua  basis  as  the  operators  whose  places  they  are  filling.     In  cases 
where  Sunday  is  included  in  the  period  during  which  operators  are  em- 
ployed temporarily  ,  it  often  results  that  these  operators  receive  thxee 
days'  pay  for  two  days'  -vorl:.     A  satisfactory  per  diem  rate  for  tele- 
graph operators  temporarily  employed  should  be  decided  upon  and  salciry 
paid  only  for  the  actual  service  rendered. 


S.     RESTORATION  OF  NAVIES  0?  STEITOGRAPEISS  A?^  TYPISTS  TO  CIVIL 
SERVICE  ESGISTERS. 

Circular  No.  46  of  the  Office  of  the  Secretary,  dealing  --vith 
the  restoration  to  Civil  Service  registers  of  the  names  of  stenographer 
typists,  or .  stenographers  and  tj-pists  who  are  not  assigned  principally 
to  work  requiring  proficiency  in  these  subjects,  is  quoted  belo^: 

"'Particular  attention  is  invited  to  the  Executive  Order  of 
June  50,  1919,  quoted  belo\7,  ^A'hich  has  been  transmitted  to  the 
Secretary  by  the  Civil  Service  Commission  mth  the  request  th.at 
it  be  circulated  thjroughout  the  Department: 
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'The  Civil  Service  Coiimission  may  enter  upon  its 
register  for  stenographer,  typist,  or  stenographer  and 
typist  at  Washington,  D.C.,  or  elsewhere,  the  name  of  a 
person  certified  and  appointed  vdthin  three  years  from 
any  of  these  registers  who  is  found  to  be  assigned 
principally  in  point  of  time  or  importance  to  work  not 
requiring  proficiency  in  the  technical  subjects  upon 
which  he  \va.s  examined,  after  the  following  procedure : 

'(l)    The  employee  shall  transmit  req.u£St  for  entry 
of  Ms  name  on  the  register  through  the  head  of  his 
department  or  office  or  his  authorized  representative, 
in  which  he  shall  state  the  kind  or  kinds  of  work  hs  is 
performing  and  the  amoimt  of  time  devoted  to  eajzh  kind. 

'(2)     The  request  shall  be  promptly  forwarded  to 
the  Commission  v^ith  comment  or  recomiiaendation. 

'(3)     If  the  Ccmmdssion  finds  that  the  principal 
duties  of  the  person  are  not  those  requiring  proficiency 
in  the  technical  subjects  upon  which  he  was  examined, 
his  name  shall  be  entered  upon  the  appropriate  register 
for  further  certification  unless  the  department  or  office 
corrects  the  assignm.ent  and  so  reports. 

'(4)  ITo  disciplinary  measure  or  discrimination  shall 
follow  request  under  this  order  except  for  false  statement 
therein,-  cf  v/hich  the  Commits  ion  shall  be  the  judge. 

'(5)    A  person  certified  and  selected  under  the  terms 
of  this  order  shall  be  at  liberty  to  accept  appointment 
^vithout  objection  or  hindrance  by  the  Department  or  office 
which  failed  to  assign  him:  zo  duties  in  keeping  with  his 
examination. 

'The  White  House 

'30  Juo.e,  1919.  "'  .  , 

9.    DIVISjOH  OF  TELEGPJ\J»HIC  BUSIilESS. 

The  telegraph  and  telephone  companies,  "'f/nlch  have  been  under 
the  supervision  and  control  of  the  Govsrrjnent  for  some  time  past,  have 
been  returned  to  private  o-^iership,  effective  July  3I .    Coring  Govern- 
ment control  an  increase  in  rates  of  twenty  per  cent  on  all  telegraphic 
traffic  was  im.posed.     The  Postal  Telegraph  Company  announces  that,  ef- 
fective August  1,  this  tvjenty  per  cent  increase  on  both  comiiiercial  and 
Goverrjment  telegrams  will  be  discontinued  ^d  that  pre--vvar  rates  vn.ll 
be  restored.     The  Western  Union  Company  annptmces  th£-5.t  they  will  con- 
tinue the  tiventy  per  cent  increase  on  all  telegrams.     In  view  of  this 
material  difference  in  cost,  all  representatives  of  this  Bureau  who 
transmit  commercial  telegrams  should  file  them  with  the  Postal  Tele- 
graph Com.pany  whenever  it  miay  be  possible  to  do  so  and  with  a  prospect 
of  obtaining  equal  efficiency  in  transmission. 
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10.     TELEGRAPHIC  ;j)DBrSS  0?  BUREAU. 

The  teieg-jcarh  coTiri.-:anies  have  complained  in  numerous  instances 
01  improper  addresses  on  telegrams  received  from  the  representatives 
of  this  P-ureau.     The  addresses  "Brand,  ^-gricultiare ,  ':^ashingt  m, " 
"Market  S-uxveys  ,  Washington,"  and  "Live  Stocl:,  Washington,'^'  have  been 
considered  by  the  telegraph  companies  as  code  addresses  and  said  to 
conflict  ivlth  their  traffic  regulations.     Tn  order  to  comply  v.-ith  the 
telegraph  companies'  rules  as  nearly  as  may  be  possible,  to  facilitate 
handling  telegraphic  traffic  over  coiimerciai  -.vires  and  to  afford  no 
excuse  to  the  telegraph  companies  for  fail^are  'o  proirptly  deliver  ary 
telegrams  properly  addressed,  it  is  directed  that  in  future  telegrams 
addressed  to  this  Burea-j.  and  fil-od  .-/^.th  the  conmercial  companies  be 
addressed  "Bureau  Markets  ,  Tashinsrton . The  name  of  the  individual  or 
pro j set  for  -vhom  the  telegram  is  intended  should  be  Tvritten  as  the 
first  body  .word  of  the  telegram.    Tor  instance,  a  t-legrsa  intended 
for  Mr.  Sherman  should  be  addressed,  "Bureau  Markets,  Wasaingto.i"  and 
the  vjord  "Sherman"  written  as  the  first  body  wcrd  of  tne  telegram.  If 
the  telegram  is  intended  for  a  project  or  section  the  irJ.tial  word  in 
the  body  cf  the  telegram  should  be  the  name  of  the  project  or  section 
to  v.-hich  the  telegram  should  be  delivered.     3;'  observing  this  instrj.c- 
tion  it  ia  hoped  that  incoming  telegrams  will  be  subjected  only  to  a 
minimum  amount  of  delay  on  account  of  incomplete  or  questionable  ad- 
dresses. 


11 .    EF7TCIEMCY  HEPORTS  FOB  FIELD  F-lFLO^fEF.S . 

There  seems  to  be  a  development  of  misapprehension  in  some  pro- 
jects regarding  the  preparation  of  the  efficiency'-  report  fcr  field  men. 
It  is  not  at  all  necessary  for  project  leaders  to  turn  over  to  the 
Committee  on  Clerical  Efficiency  the  original  reports  submitted  by 
field  representatives. 

The  recommendations  prepared  by  them  are  to  be  considered  only 
:-s  suggestive  and  advisory  in  their  nature,  and  subject  to  complc-te 
revision  by  project  leaders  if  considered  advisable.    Individual  dif- 
ferences in  the  'Aay  various  field  representatives  report  may  thus.be 
elimdnated,  the  enthiisiastic ,  over-generous  recommendations  and  the 
more  conservative  being  balanced  by  the  project  leader  to  establish 
uniformity  under  the  project  standard. 

It  is  suggested  that  in  the  larger  projects  a  sub- commit tee  en 
clerical  efficiency  be  established  to  go  over  and  revise  the  reports 
of  the  project  before  final  transmdssion  to  the  efficiency'  committee 
of  the  B-'oreau. 
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1?.     TELEPHOi;^  BILLS. 

"What  should  telephone  billG  be  charged  against^"    This  is  a 
question  frequently  raised  by  branch  offices.     Telephone  bills  incurred 
under  a  contract  signed  by  the  Secretary  or  Acting  Secretarj^  shotild  be 
charged  against  the  contract  itself.    Bills  for  telephone  service  wider 
a  contract  signed  by  a  representative  of  the  Bureau,  and  telephone  bills 
not  covered  by  contract,  should  be  charged  against  a  letter  of  authori- 
zation. 


13.     SUPPLIES  TO  SE  5SGLT^:ES  FROM  OTHEE  SEEVICSS  OF  TEE  GOVERI^.IEImT  . 

The  attention  of  all  enrploj'-ees  of  the  Bureau  is  directed  to  In- 
forrration  Circular  No.  10,  Item  4.    ITnder  date  of  July  27=  1919. 
Chief  Cleilr  of  the  Deijartment  issued  a  memorandum  lAdth  further  reference 
to  this  rpatter  in  which  he  invites  attention  to  Section  5  of  the  De- 
ficiency Act  of  July  11,  igi9','as  follo-vg: 

"■'That  the"  "heads  ox  the  several  executive  departments 
andothet  responsible  officials,  in  expending  appropriations 
contained  in  this  or  any  other  Act,  so  far  as  possible  shall 
purchase  material,  supplies,  and  equipment,  v?hen  needed  and 
funds  are  available,  frcixi  other  services  of  the  Goverriment 
possessing  material,  supplies,  and  equipment  no  longer  re- 
quired because  of  the  cessation  of  vv'ar  activities.     It  shall 
be  the  duty  of  the  heads  of  the  several  executive  departments 
and  other  officials,  before  purchasing  any  of  the  articles 
described  herein,  to  ascertain  from  the" other  services  of 
the  Government  whether  they  have  articles  of  the  character 
described  that  are  serviceable.    And  articles .purchased  by 
one  s  irvice  from  another,  if  the  sam.e  have  not  'been  used, 
shall  be  paid  for  at  a  reasona,ble  price  not  to  exceed  actual 
cost,  and  if  same  have  been  used,  at  a  reasonable  price  based 
upon  length  of  usage.     The  various  services  of  the  Goverriment 
are  authorised  to  sell  such  articles  under  the  conditions 
specified,  and  the  proceeds  of  such  sales  shall  be  covered 
into  the  Treasury  as  a  miscellaneous"  receipt;  Provided.  That 
this  section  shall  not  be  construed  to  amend.,  alter,  or  re- 
peal the  Executive  Order  of  December  3>  concerning  the 
transfer  of  office  material,,  supplies,  and  equipm.ent  in  the 
District  of  Columbia  falling  into  disuse:  because  of  the 
cessation  of  y&t  activities.' 

"From,  a  preliminary  canvass  made,  by  the  Department  of 
Commerce ,  it  appears  that  the  f ollomng  departments  or  estab- 
lishments are  in  possession  of  material,  supplies  and  equip- 
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ment.  outside  the  District  of  Colvinibia,  available  on  account 
of  the  cessation  of  rrax  activities 

^^Ilavy  Department  -  Bureau  of  Supplies  and  Accounts. 

?7ar  Department  -  Director  of  Sales  Division — Atten- 
tion Capt.  H.  S.  Leach. 

"^■■^^as^jry  Department  -  Chief  Clerk  cf  Department. 

-■'.j-Sing  Corporation  -  Mr.  G.  H.  S.  Rollason,  Vlngr .  , 
Supply  &  Sales  Division. 

Emergency  Fleet  Corporation  -(lUC  iJ.  Broad  Street, 
Philadelphia,  Pa. 

Emergency  Fleet  Corporation  -(Division  of  Operations, 
Washington,  D.C. 

General  Supply  Ccrrmittee  -  T7ashingtcn,  D.C. 

"In  carrying  out  the  provisions  of  the  law  quoted  ahove 
it  Till  "be  necessary  for  purchasing  officers  first  to  ascer- 
tain from  other  services  of  the  Goverrjnent  possessing  materi- 
als 'no  longer  required  because  of  the  cessation  of  -.var  activi- 
ties' whether  they  have  the  particular  articles  desired,  and 
the  location  and  price  thereof,  unless  the  purchasing  officer 
from  information  in  his  possession  Iznovvs  the  department  having 
such  supplies  available. 

"It  is  expected  that  ultimately  the  departments  listed 
above  v/ill  furnish  the  General  Supply  Comrriotee  -vith  lists  cf 
the  supplies  they  have  on  hand  available  for  sale.    Then  this 
is  in  effect  in4\\iry  may  be  mads  first  of  the  General  Supply 
Committee,  by  telephone  or  in  nTiting,  as  to  "hich  department 
may  have  the  desired  supplies  or  material.     If  the  Gcnei-al 
Supply  Committee  reports  that  such  and  such  a  department  has 
supp  -ies  of  the  character  desired,  inquiry*  m^ost  then  be  cade 
of  taid  Department  as  to  the  particular  articles  wanted,  their 
location  and  price.     If  the  General  Sijpply  Committee  reports 
that  it  has  no  lists  from  anc'  department  containing  the  s\ip- 
plies  required,  it  will  be  unnecessary  to  caxive.ss  the  depart- 
ments listed.     ?his  procedure  involving  the  General  Supply 
Committee  is  not  yet  in  effect.     Pending  its  establishment 
purchasing  officers  will  canvass,  individually,  the  depart- 
ments r/hich  have  stated  that  they  have  on  hand  rraterial,  sup- 
plies and  equipment  surplus  from  the  cessation  of  vsar  activi- 
ties . 

"Your  attention  is  f-orther  invited  tc  a  decision  of  the 
Comptroller  of  the  Treas^ory  addressed  to  the  Secretary  of  Com- 
merce,  dated  July  11,  1919,  in  ",hich  certain  questions  in  regard 
to  this  m^atter  are  ans-Nvered.    Thds  decision  has  been  distributed 
throughout  the  Department.    Particular  attention  is  called  to 
the  last  two  paragraphs  of  the  decision  "hich  are  as  foiloTvs: 
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"   'The  further  q.uestion  of  whether  inciuiry  inust  be 
made  of  services  outside  the  District  of  Colucbia,  as  to 
their  having  serviceable  articles ,  where  none  are  available 
under  the  provisions  of  the  Executive  Order  of  December  3> 
191s,  as  referred  to  in  the  proviso  of  the  above  act  of  July 
11,  1919,  may  be  answered  by  saying  the  proviso  intends  no 
more  than  to  permit  in  the  first  place  obtaining  articles 
in  accordance  v.dth  said  Executive  Order  so  as  not  to  be  in 
conflict  with  it,  and  if  they  carjiot  be  so  procured  then  of 
course  the  Act  of  July  11,  1919>  applies  immediately  as  it 
does  not  then  conflict  with  the  Executive  Order. 

"   'I  think  it  well  to  say  here  that  the  obtaining  the 
information  of  whether  a  Government  service  has  the  articles 
about  to  be  purchased  is  a  detail  left  by  the  Act  of  July  11, 
1919.  to  arrangement  bj'  the  Government  services,  but  that  as 
the  Act  is  a  restraint  in  making  purchases  -onder  appropria- 
tions, vouchers  for  purchases  outside  the  Government  service 
where  the  Act  of  July  11,  1919>  applies,  should  be  certified 
to  the  effect  that  upon  due  inquiry  made  it  v.'as  reported  and 
found  the  articles  purchased  could  not  be  p-urchased  from  other 
Government  services.' 

*'In  order  to  be  able  to  place  on  vouchers  for  purchases 
outside  the  Government  service  the  certificate  required  by  the 
Comptroller  .  it  will  be  necessary  not  only  to  m.ake  inquiry  of 
the  General  Supply  Committee  as  required  by  the  Executive  Order 
of  December  3=  191^,  'ov.^  also,  in  view  of  the  Comptroller's 
decision,  to  canvass  the  other  departments  reporting  surpluses, 
and  this  even  for  supplies  for  use  in  the  District  of  Coltimbia. 
For  supplies  to  be  used  in  the  field,  it  is  obviously  necessary 
under  the  law  to  canvass  the  departments,  reporting  surpluses 
from  ■■  he  cessation  of  war  activities." 

In  conformity  with  the  information  contained  in  the  above,  all 


employees  of  the  Bureau  are  cautioned  to  exercise  the  greatest  care  in 
the  obtaining  of  supplies  and  equipment,  making  sure  that  nothing  is 
purchased  ndthout  first  ascertaining  whether  or  not  the  article  bou^^t 
may  be  supplied  through  one  of  the  Government  services  indicated.  Doubt- 
less there  are  certain  supplies  ard  equipment  which  can  not  be  supplied 
by  or  through  any  of  the  services  mentioned,  but  each  employee  of  the 
Bureau  ordering  such  supplies  must  m.ake  certain,  before  placing  an  order 
for  any  itemi  to  be  purchased,  that  that  particular  item  can  not  be  sup- 
plied by  one  of  the  other  services  indicated.     Thi3  applies  to  purchases 
in  the  field  as  well  as  in  Washington, 


Acting  Chief  of  Bureau. 


UNITED  STATES  DEPARTMENT  OF  AGRICULTURE 
BUREAU  OF  MARKETS 
WASHINGTON,  D.  C. 

II^Pjyi^TlOlT  CIRCULAR  VOL.  2,  ITO.  4. 

August  30,  1919.  Lss:;^ 


1.     3UGGE3TI0IT3  FOR  THE  PBACTICE  OF  ECONOMY. 

The  uj'gent  necessity  for  the  most  stringent  economies  along 
every  line  in  the  oper5-t,\on  of  the  Bioreau  has  been  emphasized  again 
and  again.    To  facilitats  the  reduction  of  our  liahilities  to  a  point 
within  a  safe  limit  at  the  earliest  possible  date  ,  the  following  point 
are  suggested  for  consideration: 

1.    VJherever  necessary,  service  projects  should  diminish 
the  scope  of  their  activitiey  and  investigational  projects 
should  drop  minor  lines  of  worl:  in  order  to  decrea.se  expenses. 

?..  The  vol-ame  of  clerical  work  3ho-aJ..d  he  reduced  in  ea-ch 
project  to  an  indispensibie  and  irreducible  minimum  and  only 
sufficient  clerks  retained  to  handle  that  minimum, 

3.    As  a  resi^lt  of  personal  observation,  it  is  Imo-.vn  to 
the  administrative  officers  of  the  Bureau  that  in  certa^in 
projects  in  Washington  many  of  the  clerks  are  not  fully  and 
continuously  employed  during  and  throughout  the  regular  work- 
ing office  hoioTB  of  the  day.     Specific  instances  of  individual 
clerks  engaged  upon  personal  work,  groups  indialging  in  super- 
f?^uo-uS  personal  conver3?-tioni  late  arri^'ing,  early  leaving, 
excess  lunch  periods  and  sheer  idling,  have  been  noted  again 
and  again.     Similar  conditions  in  certain  branch  offices  have 
been  reported.     Tf  these  conditions  are  not  corrected,  disci- 
plinary measures  may  be  taken  mth  individua-1  clerks,  £n.d  pro- 
ject leaders  may  be  required  to  reduce  their  forces  -vhere  it 
is _ evident  that  the  time  of  clerks  is  not  fully  occupied  with 
official  work. 

h.    A  very  large  part  of  the  clerical  work  of  this  Bureau 
is  centralized  and  handled  in  central  operating  sections .  The 
demands  on  these  sections  will  be  closely  scrutinized  and  must 
consist  only  of  essential  work.    Only  necessary  dictation  or 
copying  should  be  given  to  either  pool  or  divisional  stenog- 
raphers and  roT^riting  should  not  be  required  for  minor  correc- 
tions in  ordinary  manuscripts  or  correspondence.    The  larger 
use  of  dictating  machines  has  been  repeatedly  suggested  and  is 
strongly  urged  for  the  sake  of  its  greater  economy''.    I:To  work 
of  a  character  uhich  shotild  be  done  in  a  printing  office  will 
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be  done  hereafter  in  the  Addressing  ard  IhiplicatlDg  Section. 
In  this  connection,  it  should  be  remembered  that  the  printing 
ftuad  is  not  large  and  that  nothing  except  entirely  necessary- 
printing  should  be  ordered.    The  printing  of  forms,  blarits , 
etc.,  cho-ald  be  limited  to  those  that  are  indispsnsible .  The 
amount  of  photostatic  and  other  work  in  the  photographic  labora- 
tory seems  to  be  niuch  larger  than  is  really  necessarj^  and  must 
be  reduced. 

5.  In  all  offices,  and  particularly  in  branch  offices  out- 
side of  the  District  of  Columbia,  every  effort  nust  be  made  to 
economize  in  space  and,  if  possible,  to  reduce  the  arr:Ount  of 
space  for  which  rent  is  p^aid.    Arrangements  already  are  under 
way  in  some  branch  offices  to  achieve  this  result  and  inquiries 
have  been  made  of  others.     However,  branch  office  employees 
should  not  v;ait  for  inq-airies  or  suggestions  from  TTashington, 
but  should  make  a  careful  study  of  local  conditions,  including 
the  possibility  of  combining  project  branches  in  ariy  city  which 
are  now  separa^te,  and  report  to  their  project  officers  in 
Washington  or  to  the  Branch  of  Operation  any  possibilities 
which  m.ay  e:-:ist  in  regard  to  the  reduction  of  the  amount  of 
office  space  used  and  tiie  lowering  of  rents  therefor. 

6.  It  is  knovm  that  in  some  joint  or  combined  branch  offices, 
and  it  is  believed  that  in  m.any  others,  the  clerical  work  could 
be  conducted  with  greater  ef f iciencj'' ,  and  in  many  cases  possibly 
with  a  sm.aller  force,  by  handling  all  clerical  work  upon  a  joint 
basis  x-^athout  regard  to  project  lines.     This,  of  course,  will 
require  careful  study  and  a  genuinely  cooperative  spirit  on  the 
part  of  all  concerned. 

2.    MI?.^OGPAPH  INK.  (Confidential) 

In  item  lU  of  Inform,ation  Circular  ITo.  12  issued  February  ^, 
1919,  the  Bureau  standardized  on  A.  B.  Dick  ink  No.  To',*.,  -.-hich  was 
under  contract  for  the  fiscal  year  I919 .     The  contract-?  for  the  present 
fiscal  year  do  not  include  this  ink,  so  it  will  be  necessary  to  n^e 
some  change  in  our  standard. 

Careful  tests  have  been  made  of  the  inks  under  contract  for 
the  current  fiscal  year.    These  are  found  in  the  contract  book  ur-dei: 
item  10812  (a)  (1)  under  contract  with  the  Kruse  Printirg  Ink  Company, 

Pearl  Street,  ITew  York  City,  and  under  item  1032  (a)  (3)  under  con- 
tract with  the  Advance  Sales  Company  of  54-  West  23rd  Street,  New  York 
City.    The  former  is  named  Kipco  Ink.    The  name  of  the  latter  is  not 
given  in  the  contract  book,  but  it  is  known  by  the  trade  r^ame  of 
"Perr-f ection"  .    Although  the  Kipco  ink  is  listed  for  use  on  flat  bed 
duplicators  in  connection  with  wax  stencil  paper,  it  aoay  be  used  upon  , 
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dermatype  stencils  on  a  rotary  Tnimeograph,    The  raarrufact-urers  of 
Kipco  claim  to  have  modified  the  composition  of  this  ink  so  as  to 
have  eliminated  the  ^^ndesira■ble  qualities  to  which  this -Bxireau  ob- 
jected last  winter. 

Recently  two  tests  have  been  made  in  the  Addressing  and  Dupli 
eating  Section  of  this  Bureau  in  Washington  of  Eipco  ink.    One  ^?eas 
made  with  samples  secured  in  the  field,  i.e. ,  outside  of  Washington, 
without  the  dealers  Imowing  by  whom  the  purchase  was  made  or  for 
what  purpose  it  was  to  be  used.    The  results  of  this  test  were  the 
most  satisfactory  of  ary  test  of  Kipco  which  has  been  made  in  this 
Bureau,  although  it  gtill  did  not  equal  the  Dick  No.  7^7  in.  its  free 
d-cm  from  hardening  and  guimiing.    More  recently  duplicate  tests  hav^ 
been  made  with  Kipco  and  ^vith  the  "Perr-fection"  irit  also  under  con- 
tract, in  which  the  Kipco  did  not  show  as  well  as  in  the  earlier 
test  just  described.    The  results  of  the- comparative  test  of  Kipco 
and  "Perr- feet  ion"  are  not  such  as  to  enable  the  Bureau  to  make  a 
final  decision  as  to  standardization.    It  may  be  said  that  the  Kipco 
gives  fairly  good  results,  when  used  on  runs  of  not  more  than  five  or 
six  thoxisand  and  without  interruptions  during  vvhich  the  stencil 
remains  idle,  that  is,  for  lunch  or  overnight,  v^ile  the  mimeograph 
is  standing  idle  and  the  ink  has  time  to  harden.    The  "Perr-f  ection" 
made  a  better  showing  in  this  particular  but  seemed  to  have  more  of 
a  tendency  to  smear  and 'spread  on  ths  p^per  than  the  Kipco.    It  is 
possible  that  the  better  way  to  do  'vvouXd  be  to  use  Kipco  in  warm, 
moist  weather  and  for  relatively  short,  uninterrupted  runs,  and  to 
try  out  the  "Perr~f ection**  during  colder  and  drier  weather  or  for 
longer  runs  which  may  be  interrupted. 

Although  the  Dick  No.  7^7  is  not  under  contract  this  year, 
there  is  nothing  to  prevent  branch  offices  from  purchasing  it  if  it 
is  believed  that  its  greater  merits  justify  the  differencs  in  price 
bet\'veen  70  or  S5f  for  "Perr-fection'^  or  Kipco  and  the  $E>10  per 
pound  which  mast  be  paid  for  the  Dick  irlz.    It  is  not  believed,  how- 
ever, that  the  present  differences  in  the  merits  o-f  these  various 
inks  is  sufficient  to  justify  paying  the  much  higher  pries  f^r  the 
Dick  ir^k. 
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3-    USE  OF  COTTOIT  Wi.-STE  IN  PLACE  0?  CTI5ESECL0T2  ON  MI^^OGR^J'HS . 

Ov/ing  to  the  i-Acreasingly  high  cost  of  cheesecloth,  it  has 
; been  decided  to  try  the  -ase.  of  cotton  v^iste  in  place  of  cheesecloth 
for  cleaniEg  irime o graphs .  .  A  .bale  of  the  cotton  waste  has  been 
placed  in  stoc"k:  and  can  be  secured  on  requisition.     It  is  suggested 
th-at  all  .offices  of  the  Bureau  using  mimeographs  'give  the  cotton 
T^ste  a^.tri'ar.V,  '.   .  .         ....    ■  .,. 

BR^JJCH  07FICE  EIL35S .    '  '  ' 

It  h3s  been  noised  that  the  files  in  rran;"  branch  offices  are 
not  centralized,  bu".'  that  each  pro'ect  repr3sent**?T°  >:^e"o?5  s".rh 
files  as.  he  thinks  necessary,     it  is  believed  that  in  most  cases  it 
would  be  better  to  "nave  branch  office  files  kept  by  or  under  the 
supervision  of  some'  one  person,-  pref er^^bly.  the  head  clerk,  and 
v^ually  they  shoiild  be  centralized. 

I.n  the  ha^idlang  of  branch  office  files  the  following  points 
should  be  remejibored:  ... 

1,  Al?.  correspondence  should- be' I'll  ed  alphabetically, 
.generally  by  naaie  of  correspondent.    Occcisionally  it  nay 
oe,  i'iec3ssary  or  desirable  to  file  part  of  the  correspond- 
ence by  subject'  '-/here  one  certain,  subject  draws  many 
letters  from  persons  '^o  are  not  regular  correspondents. 

2.  Carbon  copies  of  outgoing -letters  and  the  incoming 
letters  written  by  the  same  correspondents  should  be  filed 
in  the  saoe  folder  in  chronological  orier.    An  exception 
ma  J  b3  made  to  ths  rigid  rule  oi  fr.linr  in  c-ircnological 
order  to  permit  piraaing  or  clipping  carbons  to  the  incom- 
ing letters  to  which  they  reply  or  which  reply  to  them. 

3'    CoLT.pl-3te  files'  should  be  kept  of  Inf omatior!  Circulars, 
br-onch  off  ice  iernoranda  and  other  instructions  issued  from 
Washington." 

^.    There  rh'^'ul^i  br""  s'sparate  folders  f^r  the  ^nehLvt^^. 
project  offices. 

5-    A  separate  personnel  file  should  be  maintained  under 
the  supervision  of  the  head  clerk.     This  file  should  in- 
clude a  personnel  record  card  for  each  employe  and  a  folder 
containing  all  correspondence  relating  to  the  employe  con- 
cerned.   Personnel  record  cards  may  be  obtained  from 
TTashington  on  requisition.    A  copy  of  the  card  follows. 
This  file  will  be  found  tc  be  very  useful  in  preparing  pay- 
rolls, requesting  personnel  action,  etc. 
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Clerical 

Scientific 

SulDclerical 


BIJIffiAU  OF  Mi\PI{E'rS 
Bivision  Personnel  Record 


Location   

Male  or  Female' 
Color 


i!laine_  ;  ^-^  _     State(App.)  _  State(Born) 

Date  of  Birth    Civil  Service  Authority  (Original  App,).  Date'd' 


DATE 


Of  Notice  ,  Action 
of  Action  'Effective 


Nature 

of 
Action 


Title  of  Position  '  '  ;  Salary 


Roll 

_( ■^PPropriation)_ 


(Place  asterisk  after  entries  which  require  reference  to  "remarks"  on  reverse  side) 
Form  BM- 7  6 


Reverse  side  of  card. 


Under  '-  Under  Re- 


Original 

■'\ppoint- 
._ment 


appointmert 
or  Ee- 


Frcm 
Furlough 


i_n3tat6ment , 


Residence  Address 


HSASOPAMERS 


Place 


; Date  Effective 


Date  '  ~fT?emporary  increases  ih  Cdmpensaticn 
;  Personnel ' (A-Automatic    C-By  Certification) 


j   Telephone  ;  Section  ;'  Fiscal 


Period 


Advised      Year  ;  From 


To 


A  or 
G 


Viarried; :  RETAARKS: 


Single  : : 
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5.     TTI.^IEIL4PuY  REPORT. 

It  ir,  apparent  that  little  attention  is  being  given  tc  or 
pains  taJren  with  the  preparation  of  the  itinerary  reports  -/vhich 
are  s-ubmitted  with  reimbursement  accounts  for  traveling  expenses. 
Almost  none  are  filled  out  completely  and  in  such  detail  as  to 
give  a  clear  understanding  of  the  character  and  purpose  of  the 
work  for  which  the  travel  is  performed,  '.vhat  has  been  done  each 
day,  and  where  it  -^s  done. 

The  entries  in  Vce  last  colunai,  headed  "Purpose  of  visit, 
or  business  of  day",  are  often  so  generaJ.  in  their  nature,  so 
indefinite,  incornplete,  ambiguous  or  confusjd  as  to  be  practically 
without  meaning.    This  column  should  sho-.v  wliat  is  dene.    The  other 
columns  should  be  filled  out  to  show  the  date,  hour,  and  minute 
of  every  move  from  city  to  city  and  to  cover  each  day  of  tiie  entire 
period  for  which  the  voucher  is  submitted. 

Orily  one  entry  need  be  made  for  any  period  of  consecutive 
days  spent  in  one  city  and  ':7itnout  any  change  whatever  on  the  line 
or  kind  of  work.     In  such  cases,  the  entries  in  the  columns  pre- 
ceding the  last  should  sho;";  vihen  the  city  v'.-as  reached,  by  date, 
hour  and  minute,  and  vjhen  departxire  therefrom  vr.rf.s  made  ir.  the  saiae 
way,  'vvith  a]  1  of  the  necessary  information  as  to  the  nature  of  the 
work  done  included  in  a  single  item  in  the  last  column.    Of  course 
the  da,te ,  place,  and  arrival  and  departure  colijmns  should  sho'^  all 
m.ovement  s . 

In  a  general  wcay,  these  reports  should  be  so  preparted  that 
they  will  show  where  a  traveler  ^vas  eacn  day,  what  he  '.-sas  dcir^g 
and  when  he  did  it.    Where  different  lines  of  'vork  are  taken  up 
upon  the  same  day,  there  should  be  some  indication  as  to  the  part 
of  the  day  devoted  to  each,  although  this  need  not  be  given  exactly 
in  hours  and  minutes,  as  is  req\iired  for  arrivals  and  departures. 

The  following  is  given  as  a  sample  report: 
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'ormNo.  1.  Itinerary  Report. 

UNITED  STATES  DEPARTMENT  OF  AGRICULTURE 
Bureau  of  Markets. 

itinerary  report'  of  D .  C.  Griff ith  

>aring  period  from    October  1,   to  October  iS  .       .  1917? 
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ARRIVALS 

DEPAETUEES 

Purpose  of  visit 

DATE  : 

PLACE . . 

Hour 

A.M. 
P.M. 

;  Ho\ir 

A.M. ; 

P.M.  : 

or 

business  of  day. 

;     1 : 

Bryan  , 

Tex.  . 

:12:30 

A.M.  ; 

1 ; 

Waxahachle , 

M 

7  'OR 

X   *  IVi  . 

Conference  with  Hudson, Eliot , 
Brovm,Higginbotham  and  Wood. 

:     2  ; 

Taylor , 

H 

2:1+5 

A.M. 

:12:35 

P.M.  ■ 

Cal  1  ed  on  Parmer s '  War ehous e  C  c 

2  . 

:  5'. 

Bry^u, 
Bryan, 

W 
«» 

Classification  of  cotton  for 
farmers 

Austin, 

11 

6:15 

A.M. 

: 10:30 . 

P.M. 

Conference  with  Weinajrt, 
'Daniels  and  Newton  regarding 
.Texas  Gin  Sampling  Law. 

Bryan, 

t» 

3ti5 

A.M. 

Classification  before  sale  of 
pr  oducer ' s  co  1 1  on , 

g 

Bryan , 

11 

:  12:30 

A.M. 

Waxahachi© , 

(1 

7:05 

;  A.M. 

Preparing  for  g3,n  sampling 
test  investigations. 

11 ; 

Waxahaohie , 

It 

A.M. 

Tyler, 

n 

U;20 

'Assisting  Wood  in  starting 
_gin  sampling  test  at  his  st;' . 

;   12  i 

Tyler, 

H 

P.M. 

WaxahacMe , 

11 

;  7:05 

\  f  A 

"Conference  with  Atkinson  & 
;Coburn  re.  work  at  Camden. 

i  15; 

Waxahachie , 

1) 

P.M. 

:  16! 

Camden 

Ark. 

:  12:30 

;  P.M. 

:  311+5 

,  P.M. 

; Conference  with  Phelps  & 
: Scott  re.  work  at  Camden. 
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•S.    HOTEL  II^OI^aAT^. 

In  vie-T  of  the  present  veiy  higc.  schediiles  of  hotel  rs^tes, 
and  tine  difficulty  a:cperiencel  07  cfiicers  and  employees  perfora- 
ing  official  travel  for  the  B-arecu  In  secui-ing  lodging  and  stih- 
si.stence  at  rates  vvithin  the  Dep^tzient  limits,  it  is  helieved 
that  the  inforiEation  in  regard  to  hr.tels,  which  has  been  sec-ored 
in  practicailv  all  of  the  cities  of  the  covantr^-  "by  representativ-es 
of  the  Sureaii  of  Markets ,  should  be  collected  and  made  available 
tc  all.    Therefore,  it  is  req^ij.ested  that  Bureau  esroloyees  report 
to  the  Admir-istrative  Assistant  in  Charge  of  Operation  any  itenis 
of  inforiLation  ":vhich  rsa-j  be  of  use  to  others  having  occasion  to 
visit  the  cities  in  v;hich  the  hotels  described  are  located. 
new  information  sec^ii^ei  froc:  tir^e  tc  tice  should  be  sent  in  also. 

j^ong  such  iteiTiS  of  interest,  for  instance,  nay  be  mentioned 
the  fact  that  some  hotels  make  special  rates  to  Government  enplcyees. 
Some  hotels  advertise  lew  rates  but  rmen  the  traveler  calls  for  a 
room  at  the  advertised  price  he  is  tola  that  none  are  av.'.ilable  at 
that  price  at  that  particular  time.     If  any  eirployee  has  "bior'lecge 
of  hotclc  v.'here  the  ?.i-'er+-isec3  rates  are  not  fa5rly  repre- 

sentative, it  would  save  time  and  trouble  if  all  the  other  B^^ireau 
men  had  kno-vledge  of  the  n:atter. 

Generally  speaking,  inf orn-Ation  is  desired  in  regard  tc  the 
hotels  to  r/hich  tra^-'elers  migiit  -.vish  to  go,  rather  than  concerning 
those  which  they  might  better  avoid.    The  largest,  best,  highest- 
priced  and  most  widely  known  hotels  do  not  need  description  or  to 
be  called  tc  attention.    The  particular  object  in  vierr  is  to  give 
general  distribution  among  the  travelers  of  this  Bureau  to  iriforaa- 
ticn  in  regard  to  hotels  ■viiich  give  adequate  acconn:odations  at 
relatively  reasonable  rates. 

The  rate  quoted  in  anj^  description  should  be  the  lo-.7est 
rate  for  outside  room,  mth  ba,th. 

The  points  upon  x-fiiich  information  is  desired  are  as  follovrs: 

1.  ITame  and  street  location. 

2.  Accessibility  from  railroad  stations.     In  cities  with 
only  one  or  t'.TO  stations,  give  directions  for  reaching  hotel,  on 
foot  and  by  street  cars . 

3-    I^c-vcst  rate  for  outside  room  ^vith  bath. 

^4.    Rate  of  largest  number  of  outside  rooms,  Tdth  bath. 


Inf.  Cir.  Vol.  2,  l^o .  U 


-s- 


5.  Fireproof  or  not. 

6.  Distance  from  "business  center,  branch  offices  of 
Bureau  of  Markets,  produce  district,  railroad  yards, 
stock:  yards  or  padcing  centers,  etc.  . 

7.  G-rade  or  quality  of  meals,  a  la  carte  or  table  d'hote, 
character  of  service,  etc. 

8.  General  grade  or  character  of  furniture,  fixtures, 
equlpmant,  scr-Tj-cej  etc. 

9.  Katurc  of  location  -  noisy?    Dirty?    Quiet?  Clean? 

10.     Gener^vl  Reraarlrs .  ^ 

vTnan  the  inxoriiiation  so  collected  is  distributed,  it  will.,; 
of  course,  be  regarded  as  entirely/  confidential. 

The  traveler  many  times  v/ill  find  that  certein  hotels  have 
either  specially  desirable  or  very  x-'ndeoJ.ra'ble  characteristics.  Such 
matters  should  be  made  known  for  the  benefit  ox  all.     It  is  urged 
that  everyone  v\rill  do  his  part  in  forvjarding  inf o^imtion  as  called 
for  above .  •  . 

7 '    FYi^.gQHJl.  USS  OF  BUEEAU  AaTOMOBILES. 

Reports  have  been  received  recently  in  TiTashington  indicating 
that  i:i  some  cases  a.nd  to  a  certain  extent,  brs^nch  office  men  are  con- 
verting Bi'iraau  av.toE'obilef.;  tc  perscral  use,  not  only  in  going  to  and 
from  work,  but  Qven  for  pleasure  trips  or  private  business  errands, 
for  themsel-NTSs ,  their  families,  or  their  friends. 

Such  a  co^irse  can  not  be  defended  or  excused.     It  is  one  of 
the  surest  ways  by  t-'hich  to  arouse  antagonism  and  provoke  criticism 
on  the  part  of  t;he  public.     It  is  hoped  that  these  reports  are  the 
result  of  some  error  or  misunderstanding.    However,  as  a  safeguax-d, 
any  personal  use  of  Bureau  automobiles  is  hereby  expressl:/  forbidden, 
and  any  knovTn  infractions  of  this  rule  -/ill  subject  the  offender  to 
discipline  of  the  gravest  character. 


Acting  Chief  of  Bureau. 


UN[TED  STATES  DEPARTMENT  OF  AGRICULTURE 

BUREAU  OF  MARKETS 
WASHINGTON.  D.  C. 

IKFORMATTON  CTRCDLAR  VOL.  II/  KO.-^^^ 
September  15,  1919.  ^ 

l-.  -HEW  ASSISTANT  SECBETARY  OF  A(21I CULTURE . 

-  -  The  Office  oi"  Information  has  issued  the  following  news  item 
for  immediate  release:  -  - 

.  "-The  new  Assistant  Secretary  of  Agriculture,  James  H.  Riggs, 
whose  nomination  has  just  been  confirmed  by  the  Senate,  is  a  farmer — 
not  merely  by  way  of  interest  in  the  subject  but  by  life-long, 
practical  application-    Farming  has  been  his  primary  occupation  aH 
his  life.    More  than  that,  he  is  a  farmer  by  heredity.  -  So  far  as  the 
available  record  shows,  the  Riggs  line  from  which  he  is  descended  has 
been  made lup  of  farmers  all  the  my.    His  grandfather,  Hezekiah  Eiggs , 
was  bom.  on  a  farm  in  Loudon  Co-unty,  Virginia,  in  1791-    When  he  was 
22  years  old,  he  m.oved  to  Sullivan  County,  Indiana,  and  engaged  in 
farming  and  live  stock  growing.    There  Commodore  Pei-ry  Biggs,  father 
of  the' Assistant  Secretary,  was  born  and  there  he  spent  his  life  as 
a  fanner  and  stock  grower.    All  of  his  sons  and  all  of  his  sons'  sons 
have  been  farmers.    ~  v  •  ^ 

/  "iimong  the  several  sons  of  Commodore  Perry  Riggs  was  James  R. 
Riggs-.    He  was  born  at  Shelburn,  Sullivan  County,  Indiana,  February  17, 
1265..    For  two  years  after  grad-uation  from  the  Sullivan  Cotmty  High 
School,  in  1832,  he  was  deputy  county  treasurer  and  bookkeeper  for 
hardware" and  Itimber  firms.     In  1SS5.  when  he  was  20  years  old,  he  - 
.began  his-career  as  a  farmer.    He  made  his  first  purchase  of  land  in 
1SS8.    From  that ; time  until  the  present,  he  has  contimied  in  the  active 
management  ofhis  farms. 

""While  devoting  his  energies  primarily  to  farming  operations, 
Mr..  Riggs  has  found  time  both  for  other  business  enterprises  and  for 
public  ^fairs.    He  was  elected  county  auditor  in  IB^k .    For  a  niamber 
of  years,  he  was  active  in  the  development  of  the  coal,  oil,  and  gas 
industries  of  his  section.     For  twelve  years,  he  was  president  of  a 
trust  cornpany.     He  has  been  connected  with  the  construction  .of  more 
than  200  miles  of  improved  highway.    Since  I9I2,  he  has  been  engaged 
in  the  manufacture  of  drain  tile. 

''Mr.  Higgs  was  married  in  September,  IS95,  to' Miss  Bessie  Lewman 
of  Clark  County,  Indiana.     They  have  three  daughters." 


Inf.  Cir.  Vol.  II.  Uo.  5 


-  2  - 


2,    WAR  MMIORIAI  F0M3. 

In  connection  with  the  plan  of  the  Department  to  erect  a 
memorial  to  its  employees  who  gave  their  lives  in  the  great  -war,  as 
indicated  in  Information  Circular  No.  20,  Item  3>  it  is  desired  to 
call  attention  to  the  fact  that  Octc-oer  1st ,  the  time  set  for  all 
subscriptions  to  be  paid,  is  drav/ing  near.     It  is  suggested  that 
those  who  have  not  yet  contributed  bear  this  in  mind. 

Of  our  total  of  1550  employees  in  the  Ihireau  of  fferkets,  'only 
622  have  taken  part  in  this  effort  to  commeir.orate  the  s\ipreme  sacri- 
fice of  our  former  associates.     This  leaves  ^2c,  employees,  or  53-37 
per  cent,  who  have  not  participated.     This  is  not  characteristic 
of  the  generous  way  in  which  thin  Pureau  has  responded  to  other  ap- 
peals in  the  past  and  it  iz  hoped  th^t  in  the  la^t  few  weeks  our 
quota  of  $900  will  be  oversubscribed.    0rJ.y  $679-10  has  been  secured 
from  the  Bureau  of  Markets  to  date. 


3,     INQUIRIES  TO  55CE?T^-'.Y  '  S  OFFICE. 

Various  project  officers  and  head  clerks  of  this  Bureau  have 
developed  the  practice  of  calling  up  the  Office  of  the  Secretary'  to 
inc^uire  concerning  the  approval  of  special  requests  f6r  authorisa- 
tions for  travel  or  to  attend  meetings,  and  in  regard  to  personnel 
matters.    Mr.  Zappone's  office  also  has  been  called  frequently  with 
regard  to  the  payment  of  vouche.rs.     Such  inqtxiries  should  be  made  of 
the  proper  office  in  this  B\ireau,  which  v.lll  give  the  information 
desired,  if  it  is  available,  or  make  any  necessary  inquiries  of  the 
Office  of  the  Secretary  or  of  the  Division  of  Accounts.    All  inquiries 
regarding  personnel  matters  should  be  directed  to  the  Personnel  Section 
Of  the  Bureau.    Administrative  matters,  such  as  approval  of  requests 
to  attend  meetings,  should  be  taken  up  directly  with  the  office  of  the 
Chief.    Operating  matters  should  be  taken  up  with  the-  Administrative 
Assistant  in  Charge  of  Operation.    A.11  fiscal  matters,  including  in- 
quiries concerning  the  payment  of  vouchers,  should  be  tcOren  up  mth 
the  Section  of  Supplies  and  Accounts  of  this  Bureau.    Editorial  matters 
and  questions  concerning  printing  and  publications  should  be  taken  up 
with  the  Editor  and  Librarian  \-l\o  vrill  refer  them  to  the  Division  of 
Publications.     The  Secretary's  Office  has  requested  that  these  matters 
be  taken  up  as  indicated- above  and  not  by  project  officers  and  head 
clerks .  . _ 

NAME  TOETOITTEN  UNDER  SIGNATURE. 

Permission  is  hereby  granted  to  officers  of  the  B\areau  signing 
correspondence  to  have  their  names  tj^e^vritten  just  above  the  title 
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over  which  they  are  signing.    A  signature,  thotigb  perfectly  clear 
to  the  sigxiing  officer,  often  is  read  incorrectly  by  the  recipient 
of  the  letter.    The  adoption  of  this  suggestion  sho\ild  eliminate 
incorrect  initials  and  misspelt  names  from  the  addresses  on  incoming 
replies.    Stenographers  will  prepare  in  the  following  form: 

Very  truly  yours. 


G-  C.  TOTE 
Specialist  in  Transportation. 

The  name  should  be  written  in  capitals,  and  the  usual  five  single 
spaces  should  be  allowed  for  the  signature. 

It  will  not  be  expected  that  the  stenographer  will  type  the 
name  above  the  title  unless  specific  instructions  to  do  so  are  given 
by  the  dictator.  ■ 


5'    DISCONTIMJING  TEMPORARY  STATIONS .  ' 

In  connection  with  the  preparation  of  letters  of  authorization, 
a  point  has  arisen  vdiich  does  not  appear  to  be  thoroughly  understood 
by  all.    Whenever  a  temporary  station  has  once  been  designated,  it 
continues  as  such  until  It  is  specifically  withdrawn  by  competent 
authority,  the  Chief  or  Acting  Chief  ef  the  Bureau.    Neither  the  con- 
clusion of  travel  under  a  Letter  of  Authorization  nor  the  end  of  the 
fiscal  year  terminates  an  assignment  of  temporary  headquarters.  A 
temporary  station  may  be  discontinued  in  any  one  of  three  vsays: 

1.  It  may  be  stated  specifically  in  an  ^endment  to  the  Letter 
of  Authorization  that  the  point  assigned  as  ten^jorary  headquarters  is 
discontinued;  for  exaifrple,  "Onley,  Virginia,  is  herety  discontimed 

as  yotir  temporary  statibtl." 

2.  A  new  temporary  station  may  be  assigned  by  amending  the 
original  L.  A.,  as,  for  example,  "Your  temporary  station  is  hereby 
changed  from  Onley,  Virginia,  to  Palisade,  Colorado,"  or  by  issuing 
a  new  letter  which  designates  a  new  temporary  station. 

3.  A  tejirporary  station  is  automatically  discontinued  by  the 
issuance  of  a  new  letter  ■wpaich  specifies  "Temporary  station,  not 
designated." 

This  should  be  noted  especially  in  connection  with  subsistence 
expenses  and  allowances.    A  traveler  returning  to  a  previously  assigned 
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station  may  find  that  he  is  not  ab^e  tc  procure  reimoursffliient  for 
sulssistence  expenses  at  that  point  or  that  his  per  diran  is  cut  to  $2.50. 

This  should  be  noted  by  those  employees  vmo  have  to  do  in  any 
way  with  the  making  of  reciuests  for  letters  of  authorization. 

In  preparing  subrequests  for  authorizations,  it  might  be  'toII 
to  specify  that  any  temporary  station  desig-iated  -will  be  orJ.y  for  the 
duration  of  the  letter  in  which  it  is  designated  c^nd  for  travel  per- 
formed thereunder. 

6.    MISUSE  OF  FRAMKING  PRIVILEGE. 

Belotv  is  q,uoted  a  portioi';       'Circular  No.  ^0  under  date  of 
August  IS,  1919,  signed  by  '.Ir.  E.  R.  Harrison,  Assistant  to  the 
Secretary: 

"The  attention  of  the  officers  and  employees  of  the 
Department  is  invited  to  the  following  ruling  of  the  Third 
Assistant  Postmaster  General  relative  to  the  use  of  penc.lty 
return  cards: 

"It  has  come  to  attention  that  your  office  recently 
distributed  a  circular  entitled  'Our  Forest  Problem',  rel- 
ative to  publications  issued  bj'  the  Forest  Service  of  the 
United  States  Department  of  Agricult-ore ,  the  circular  being 
accompanied  mth  a  penalty  card  concerning  -roich  the  follow- 
ing statement  appears  in  the  circular: 

'By  signing  your  name  and  address  and  mailing  the  en- 
closed postal  card,  which  requires  no  stamp,  you  can  obtain 
any  or  all  of  the  publications  named  below.  ' 

While  the  la-.r  relative  to  the  penalty  privilege,  embodied 
in  section  Uq6,  Postal  Lavrs  and  Regulations,  provides  that  — 

'Any  department  or  officer  authorized  to  use  the  penalty 
envelopes  may  enclose  them  --/ith  return  address  to  any  person 
or  persons  from  or  t-irough  '.vhom  official  irxfonnation  is  desired, 
the  same  to  be  used  only  to  cover  such  official  irif ormation, 
and  indorsements  relating  thereto,' 

this  is  applicable  only  in  cases  -'."here  persons  are  resjuested 
to  furnish  'official  information'  desired  ^  a  Department  or 
officer  of  the  Government,  c^nd  the  provision  does  not  contem- 
plate that  penalty  envelopes  or  cards  shall  be  furnished,  as 


Inf.  Cir.  Vol.  It,  No.  5. 


-  5  ' 


in  this  instance,  to  ^watile  persons  to  mail  free- of 
postage  requests  for  p-ablicabicne  -■r.ihic.'h  the  persons 
may  desire.     Such  requests  do  not  constitute  'official 
information'  within  the  meaning  of  the  statute  quoted, 
"but  clearly  relate  to  the  personal  business  of  the  in- 
dividuals making  the  requests.    The  requests  are,  con- 
sequently, properly  chargeable  with  postage  and  it  would 
seem  that  the  persons  sufficiently  interested  in  any 
publications  which  a  Department  or  ofTicer  of  the  Govern- 
ment may  have  to  distribute  should  be  willing  to  pay 
postage  on  requests  therefor." 

Bureau  employees  will  note  carefully  and  see  that  the  instruc- 
tions are  complied  with. 


1'    TEBMIMTION  OF  APPOINTr^NTS . 

All  appointments  to  positions  in  the  Department  of  Agriculture 
are  made  by  the  Secretary.    The  termination  of  all  appointments  there- 
fore most  be  made,  by  the  Secretary.    The  attention  of  all  employees 
of  the  Bureau  is  called  to  this  point  in  order  to  avoid  a  repetition 
of  a  case  which  occurred  recently  wherein  the  man  in  charge  of  a 
branch  office  notified  an  employee  that  his  services  were  no  longer 
required  and  that  he  need  not  again  report  for  duty.    Such  action  can 
be  taken  only  by  the  Secretary.    In  every  case  where  a  separation  from 
the  service  is  deemed  necessary^  recommendation  in  proper  form  should 
be  made  to  the  Hfe^hington  office.,  and  no  f-urther  action  taken  except 
under  instructions  from  Washington. 

S.    SUBMISSIOl?  OF  M&I^SCRIPTS  FOR  OUTSIDE  PUBLICATION. 

Attention  is  called  to  Cir.  No.       ,  Office  of  the  Secretary, 
which  is  quoted  below:    Hereafter  this  request  should  be  met  by  all 
•officers  and  emo^loyees  of  the  Bureau  of  Markets  having  anything  to  do 
with  the  preparation  of  such  majiuscript. 

"The  Secretary  requests  that,  in  connection  with, 
recommendations  regarding  the  publication  of  articles  in 
outside  channels,  the  ribbon  copy  and  a  distinct  carbon 
'  copy  of  the  manuscript  be  suTanitted  to  the  Office  of  the 
Secretary.    This  will  facilitate  the  easMttination  of  the 
manuscript  and  make  it  possible  for  the  editorial  force 
•    to,  indicate  on  the  ribbon  copy,  which  will  be  returned 
to  the  Bureau,  any  corrections  it  may  seem  desirable  to 
make  before  the  article  is,  published. 

(Signed)    F,  K.  Harrison 

•      -  Assistant  to  the  Secretary". 
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9.    aSLAEY  LIABILITIES. 

Your  attention  is  called  to  the  dlff icailty  vihidh.  is  "being  en- 
countered in  keeping  correct  records  of  the  salari->s  r-Kargci  aga-inst 
the  various  projects.    At  the  beginning  of  the  fiscal  year  I92O,  lists 
of  employees  in  all  the  projects  were  prepared  and  approved  by  each 
project.    These  lists  showed  the  roll  upon  v/hich  each  employee  vaas  to 
be  paid  during  the  present  fiscal  year  and  in  the  inajority  Of  cases 
they  should  be  adhered  to.     In  order  to  avoid  confiision  in  the  account- 
ing office,  it  is  desired  that  the  number  of  changes  made  froa:  one  roll 
to  another  be  reduced  to  the  minimum.    VThen,  however,  it  is  necessary 
to  transfer  an  employee  from  one  project,  or  subproject,  to  another, 
memoranda  concerning  the  subject,  addressed  to  Ivlr.  Quinn,  should  be 
sent  through  Miss  Lyne's  office  so  that  the  recpaf<fs  iconcernirig  allot- 
ments may  be  correct. 


10.    EEPOBTS  FROM  SEVIEWING  SECTION. 

The  latest  reports  frOm  the  RevievTing  Section,  showing  the 
number  of  letters  dictated  to  pool  and  divisional  stenographers,  are 
very  encouraging.    There  are,  however,  a  few  exceptions  indicating 
need  for  improvement. 

The  report  by  sections  for  the  week  ending  Augast  25  is  showa 

below: 

Section  Letters  dictated  to: 


Admip^strative   

Maricet  Surveys   

City  Marketing  and  Distribution  . 

Live  Stock  ^d  Meats   

Market  Grades  and  Standards   

Transportation   

Cold  Storage  Reports   

Cotton  Handling  and  Marketing  .  . . 

Cotton  Futures  Act   

Nitrate   

Preservation  of  Fruits  and  Vegetables 

Federal  Grain  Supervision  

Seed  Marketing  Investigations  . . . 

Grain  Standardization  

Foreign  Marketing   

Market  Business  Practice   

Warehouse  Investigations  

Marketing  Dairy  Products   

Cooperative  Purctosing  and  Marketing 

Wool  Investi^tiOns   

Totals   


Poof 

Divisional 

Stenog- 

Stenog- 

raphers 

raphers 

ko 

53 

66 

2S 

U 

2 

51 

hG 

6U 

1 

95 

13 

3^ 

29 

111 

3^ 

53 

11 

55 

3 

7 

1 

^3 

5 

5^- 

5 

26 

1 

I03H 

265 

Inf.  Cir.  Vol.  II,  No.  5. 


-  7  - 


The  Administrative  Section  dictated  Uo  letters  to  pool  stenog- 
raphers c.nd  55  leutei-s  to  divisiorja,!  stenographers.     Tliis  is  due  to 
the  fact  th£.t  one  dictator  gave  mt  2  letters  to  pool  stenographers 
as  against  U-0  letters  to  divisional  stenographers. 

The  dictation  of  the  Live  Stoclr  and  Meats  project  was  very 
evenly  balanced.    The  totals  for  this  project  were  made  up  of  a  con- 
siderable mimber  of  dictators,  each  dictating  relatively  few  letters. 
One  member  of  -the  Live  Stoclr  projecc,  hovi^evcv,  3.-s  x-ecorded  as  haviiig 
^^dictated  1  letter  to  a  pool  s benogrs-pher  and  16  to  a  divisional  stenog- 
rapher . 

The  records  of  Market  Grades  end  nts^ndard-s ,  Transportation, 
Cold  Storage,  Preservatic'.i  of  ^rulG:'-  and  Yegeta'hlris ,  Foreign  Marketing, 
Warehouse  investigation? .  an.l  Ma-:/. '^tinf:  Dairy  Products  for  the  v;eek 
ending  Augiist  25  are  partior.larly  good- 
Members  of  the  Cotton  I-VLtm-ez  Section  dictated  29  letters  to 
divisional  stenogxaphers  and  none  at  all  to  pool  stenographers. 

The  records  also  shov^  that  '-I-Gq  letters  were  VvTitten  without 
dictation,  that  2i  contained  no  initialc.  to  show  the  dictator  or  stenog 
rapher,  that  ^65  were  vvri-tten  on  prepared  forms,  and  that  173  vvere 
written  in  bui].dings  with  no  poo.1,  m^.'.zixig  a  total  of  2'-l-32  letters 
viseed  during  the  week.     This  is  in  addition  to  229  telegrams,  but  in- 
cluded 1U5  intra-b'oreau  memoranda. 


11.    EgJTERjil^TCS  SLIPS  AW)  £??CJiL  SLIPS. 

Information  Circular  IJo.  I3 ,  Item  No.  10,  calls  attention  to 
the  misuse  of  reference  slips  ([Torm  .DM-26)  and  pi.rik  "Special"  slips 
(Form  BM-2^^-)  .  There  is  a  tendency  on  the  part  of  some  to  disregard 
previous  instructions  concerning  the  use  of  these  for:ns. 

As  a  matter  of  economy,  all  employees  are  urged  to  use  Form 
BM-26  only  in  the  manner  for  which  it  v;as  designed,  i.  e.,  only  when 
its  parpose  can  be  fulfilled  by  Virit:.ng  upon  it  the  date  and  the  name 
or  initials  of  the  person  to  whom  referred  and  by  checking  the  action 
desired. 

Pink  "Special"  slips  (Form  BM-2U)  should  be  used  only  where  a 
real  necessity  for  immediate  attention  exists.    The  indiscr imirjate 
use  of  these  slips  tends  to  retard  rather  than  hasten  the  work  of  the 
Bureau..   It  shoulti  be  borne  in  mind  by  everyone  that  in  order  to 
receive  prompt  attention  '"Specia-i"  slips  in  every  instance  shouI.d  be 
initiared  and  dated  by  the  person  by  whom  attached.     Slips  not 
initialed  and  dated  are  disregarded  in-  the  administrative  offices, 
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"being  generally  detached  and  th^o^'al  into  the  waste  basket,   the  papers 
which  they  accompa,nied  being  sent  along  in  the  -as-aal  channels. 

12.  DIVISIOIT  OF  EEGRAPHIC  BL'SxL"T:S5  . 

On  account  of  misinf  or^iation  in  regard  to  the  rates  to  be 
charged  by  the  Postal  Telefrraph  Ccrripany  on  Governraent  business,  in- 
stnactions  were  issued  in  Information  Circular,  Volume  II,  ITuirber  3i 
paragraph  9)        transmit  v/henever  poc^sible  alj.  Gcvernment  business 
via  the  Postal  lines.    All  C-over'/ment  departments  h:we  been  under  the 
impression  that  the  2C/o  refi-action  of  the  Postal  Telegraph  Company 
applied  to  Government  tela,p'ams.    This  Company  now  Iras  advised  us 
that  this  decrease  in  rates  is  fov  orTmercial  telsgiems  only  and  does 
not  apply  to  Government  c-rriness  I'.n-.^  t'-ia-t  the  in".ro?-si  of  2C'jo  on  all 
Government  rates  btil'.l  will  bb  in  e.f f eot .    AccordingDy ,  instructions 
contained  in  paragraph  9  of  Itif orn..i-o;*.o:i  Circular  referred  to  are 
hereby  cancelled  and  all  representatives  of  this  Eareau,  who  transmit 
telegrams,  may  file  them  with  either  company  as  has  been  the  practice 
prior  to  August  first. 

13.  TELEGRAPHEPS  AT  EPAIvJCH  OFFICES. 

The  number  of  inq.uiries  and  comments  which  have  be^n  received 
from  time  to  time  and  certain  misnnderstandingr,  7.'liich  have  arisen  have 
made  it  evident  that  some  confusion  and  considF-.rable  -uncertainty  exists 
in  the  minds  of  project  representatives  in  branch  offices  as  to  the 
line  of  demarcation  in  the  supervision  of  the  services  of  telegraph 
operators  in  branch  offices  between  the  authority  of  the  Superintendent 
of  Telegraph  in  Washington  and  that  necessarily  exercised  by  the  pro- 
ject representatives  in  the  field. 

Everything  pertaining  to  telegraphers  at  branch  offices  that 
has  to  do  with  contact  v.lth  V^ashington  comes  lander  the  direction  of  the 
Superintendent  cf  Telegraph.    His  supervision  includes  honors  of  duty 
and  control  of  actual  \7or?r  on  the  wj.Tes.    Any  case  of  discipline  more 
than  informal  reprimand  should  be  -ca'-vcn  up  by  project  representatives 
or  the  chairman  of  the  operating  ccr-;it"cee  with  the  Superintendent  of 
Telegraph.    Project  representatives  in  single  project  branch  offices, 
or  the  chairman  of  the  Operating  Committee  in  joint  branch  offices,  are 
expected  to  enforce  discipline  and  ha\«  full  authority  to  insist  upon 
prompt  and  efficient  discharge  of  duties.    T^.en  services  of  telegraphers 
are  not  required  at  the  key  the  project  leader  may  assign  them  to  other 
work  not  out  of  hearing  of  the  key  and  in  such  a  -way  and  upon  iwork  of 
such  character  "as  to  a.void  causing  delays  in  answering  calls.  Project 
representatives  also  should  lock  after  such  matters  as  punctuality, 
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attitude  toward  work  and  lack  of  cooperation,  so  far  as  these  ques- 
tions apply  to  telegi-aphers  ,  as  they  do  for  their  own  clerical  forces. 

ik.     TEI-SGRilPHIC  ASDHESSES  FOB  FTET.P. 

Tb.e  attention  of  all  concerned  is  c£.lled  to  Information  Cir- 
cular Vol.  II,  ITo.  3,  Itf,rn  10,  en:ii;led  "De]. egrsphic  Address  of  Bureau". 
In  the  future  it  is  directed  thn.t  telegram'^;  s/iclresBed  to  "branch  offices 
and  filed  with  cojrnercial  co^npanips  "ba  ad(irc3sed.  ay  follows  :  "Bm-eau 
Markets,  Weccter  ?uildi??g,  Ohic-ago,  illinois".     In  case  cf  a  joint 
office  the  same  address  should  lie  used  with  the  project  name  v^ritten 
as  the  first  body  word  of  the  telegraa.    For  insta-nce,  a  telegram  in- 
tended, for  the  Market  Siirvov-r,  vr:r,^''-c:^:\:  in  the  joir^r,  office  in  Phila- 
delphia should  "be  addxeo;.r/.t  ''Brjj:-:->?v.  Lfcvkets ,  Boar-^o  Building,  Phila- 
.d.elphia,  Pe:i-mc-ylvaaia'' ,  o.-.id  t}.'&  v.''./.'.l  ''Sujnreys''  va-itten  as  the  first 
hody  word  of  the  tclsgrain.     In  cans  the  huilding  ha.s  no  name  or  is  not 
well  known  the  street  and  n;,-mGer  should  he  given  instead. 

15.  ECOTK)MIES  IN  Mi^O:.:{xPHTlTa. 

Mr.  P.  L.  Gray,  the  head  clerk  in  o^or  joint  office  in  ITew  York 
City,  I'wites  that  a  consic.erable  qui'-ntity  of  irsirneograph  ink  may  be 
saved  by  thoro-agiily  rinding  with  ga/ooline  a  can  -viciich  has  been  drained 
of  its  ink.     He  states  that  this  results  in  a  slightly/  thinner  ink 
which,  when  mixed  with  half  a  can  of  standard  ink,  produces  very  satis- 
factory results  in  the  machines. 

He  also  calls  attention  to  the  fact  that  mimeograph  feed  rollers, 
which  will  no  longer  serve  their  purpose  on  the  machine,  may  be  used  in 
place  of  rubber  finger  cots  in  hand  leeaing.  This  device  has  been  used 
for  years  \vith  hlgji.ly  satisxactory  results  in  the  Addressing  and  Dupli- 
cating Section  in  Washingi"/On.  In  fact  rubber  erasers,  the  rubber  on 
the  end  of  lead  pencils,  rubber  bands,  etc.,  also  are  used  regularly  in 
this  Section  in  the  same  way, 

16.  ADD:RSssinc-  mid  dupl:ga?inc7  sect f on. 

Miss  Ethelyn  C.  Winslow  has  been  designated  as  head  clerk  of  the 
Addressing  and  Duplicating  Section.    Miss  Mary  V.  Beckham  is  mailing 
list  clerk  in  the  same  section,  and  has  immediate  supervision  of  the 
work  relating  to  such  of  the  mailing  lists  of  the  Bureau  as  are  included 
in  the  Mailing  List  Key."'  'The  establi-shment  of  new  lists,  the  placing 
of  names  on  or  dropping  names  from  standing  lists,  changes" in  addresses, 
and  similar  matters,  and  all  correspondence  and  memoranda  relating  to 
mailing  list  work,  will  be  referred  to  Miss  Beckham. 
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17.    THE  ADimESSIITG  0?  SHIPMENTS  COMING  INTO  WASHINGTON. 

Attention  is  called  to  the  method  of  addressing  shipments 
coming  into  Vlashington  in  order  that  it  may  he  more  definitely  knovsn 
whether  the  shipment  is  pBrsonal  cr  Government  property.  ShJ.pments 
of  Goverrjment  property  (in  the  future)  should  be  addressed  in  the 
following  form: 

U.  S.  Dept.  Agric,  Bv-reau  of  ^!ar]Tets , 

Market  Syxrveyr^ ,  c/ o  I'.r.  '.7.  L.  Evans, 
Washington,  p.  C. 

The  delivery  of  personal  sfci"Trri2nts  to  the  Puxeau  is  discoTiraged, 
hut  in  cases  where  such  dc?l:: veri3';  c.re  absolutely  necessary  the  person 
expecting  to  receive  the  shlp^isnt  ?nou"'.d  give  the  consignor  specific 
instructions  that  the  packi'-f.e  be  ^ddre.^sed  to  him  personally  rather 
than  to  the  Bureau  in  his  •;'£..re,  e.g.,  hi/- .  VI.  L.  Fvans,  f^arket  S-jrveys, 
Bureau  of  Markets,  U.  S.  Dept.  of  Agriculture,  TTashirgtcn,  D.  C.  The 
property  clerk  of  the  E-a.ieau  should  be  advised  of  e:-:p3cted  shipments. 

These  tv/o  standard  ways  of  a'.ldressing  shi3:F:ents,  together  with 
the  information  given  the  property  clerk,  will  obviate  all  \ancertain- 
ties  as  to  whether  or  not  the  charge.-  are  payable  cy  the  Government, 
both  when  charge  slips  are  issued  at  time  of  delivery  and  later  when 
vouchers  are  audited  and  certified. 


IS-    ORDERS  FOR  ADDRESSING.  D^jPLICATING .  ETC. 

When  submitting  blue  card  orders  to  the  Addressing  and  Dupli- 
cating Section,  it  should  be  stated  specifically  on  the  requisition 
for  whom  the  work  is  to  be  done  and  where  it  is  to  be  delivered,  giving 
the  name  of  the  building  and  the  n^jmber  of  the  room.    This  will  elimi- 
nate the  dif f icTolties  experienced  at  present  in  returning  work  done  in 
this  Section, 

In  this  connection,  reference  is  made  to  Item  S  of  Information 
Circular  No.  I3 ,  "Account  numbers  cn  orders  on  Addressing  and  Duplicating 
Section".     It  has  been  noted  that  t}ie  projects  are  neglecting  to  give 
the  project  account  number.     This  number  should  follo',7  the  name  of  the 
section. 

In  the  past  errors  have  occurred  in  filling  repeat  orders,  due 
to  uncertainty  as  to  what  stencil  was  to  be  used.    -To  avoid  this  dif- 
ficulty, thereby  making  sure  that  the  ri^it  stencil  is  used,  in  future 
the  Addressing  and  Duplicating  Section  will  show  just  below  the  date 
line  on  the  blue-card  order  the  number  of  the  stencil  used  on  that  job. 
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This  blxie  card  always  accompanies  the  proof  or  the  finished  work  when 
retTorned  to  the  project,  and  the  inn^ber  shovra  thereon  should  he  copied 
on  the  white  card  copy  which  is  held  in  the  project.    A  repeat  order 
■must  carry  this  nrmher  in  each  instance.    Failixre  to  give  the  nianber 
will  result  in  delay,  as  the  card  will  he  retvxned  to  the  project  hy 
the  Addressing  and  Duplicating  Section  to  have  the  information  given. 

These  blue  card  orders  shoiud  be  tran.-ir.itted  through  the  office 
of  the  Administrative  Assict3.nt  in  Charge  of  Operation  for  approval. 

19-    USE  OF  GOVIT-xM/lEIJT  BILLS  GI?  LAI)I.TT:>  ON  EXfTJ^jo  gEIPMTS . 

It  ha-s  been  noted  rscentl;-'  thn.t  several  j-jrojccts  have  nsed 
Government  tills  of  lading  co:r.'trar7  to  instructions  contained  in  Bureau 
Memorand-um  ITo.  171 .     Iho  rule  t^iat-  Govrjrnment  bills  of  lading  should 
not  be  used  for  §j;o-;ef_s  shipTiSnts  i:o  ov  from  Wafihington  is  the  only 
exception  to  the  general  rule  regarding  the  use  of  Goverrjnent  bills  of 
lading.    Freight  shipments  to  and  from  'feshington  should  be  handled  on 
Government  bills  of  lading  in  the  regular  way,  as  should  shipments  of 
Government  property  by  freight  or  ez^sress  between  points  in  the  field. 


Acting  Chief  of  Bureau. 


UNITED  STATES  DEPARTMENT  OF  AGRSCULTURE 
BUREAU  OF  MARKETS  I  ^ 

WASHINGTON,  D.  C.  3  ,  ^ 

r  ■ 

mOEMATION  CIRCULAR  VOL.  II,  NO.  7- 
November  1 ,  I919 , 

1.  LETTERS  OF  AUTHORIZATION  TO  BE  SIGNED  BEFORE  ISSUMCE  OF  TRANS- 
PORTATION KSQ.UESTS. 

Heretofore  the  Section  of  Supplies  and  Accounts  has  issued 
transportation  requests  on  letters  of  authorization  as  soon  as  the 
n-umber  has  been  assigned  the  letter,  but  before  it  has  been  approved 
by  the  Chief  or  Acting  Chief  of  the  Bureau.    This  practice  has  been 
followed  with  the  understanding  that  no  expenditures  for  travel  would 
be  made  Lintil  the  letter  of  authorization  had  the  approval  of  the 
Chief,  Acting  Chief  or  Assistant  Chief.    Recently,  however,  letters 
were  requested  by  three  men  authorizing  travel,  and  all  three  per- 
formed travel  without  securing  the  approval  of  the  Acting  Chief  or 
the  Assistant  Chief.     These  three  letters  have  not  been  approved. 
One  of  the  excuses  offered  for  making  the  trip  was  that  inasmuch  as 
transportation  requests  had  been  furnished,  it  was  pres-umed  that  the 
authorizations  had  been  approved. 

Hereafter  no  transportation  requests  will  be  issued  until 
after  the  travel  has  been  approved  by  the  Chief  of  Bureau,  the  Acting 
Chief  or  the  Assistant  Chief.     This  means  that  no  transportation  re- 
quests will  be  issued  until  the  letter  of  authorization  actually  has 
been  signed,  unless  the  subrequest  bears  some  note  on  its  face  or  is 
accompanied  by  a  memorandum  stating  that  the  travel  has  been  approved 
informally  by  the  Chief  of  Bureau,  Acting  Chief  or  the  Assistant  Chief. 

2.  CLERICAL  EFFICIENCY  COMMITTEE. 

The  efficiency  committee  of  the  Bureau  of  Markets  for  the  sis 
months  ending  December  3I ,  I919 .  will  meet  about  November  1  for  the 
purpose  of  revising  the  efficiency  register  of  the  clerical  and  sub- 
clerical  employees  of  the  Bureau.    This  register  will  be  in  effect 
from  December  1,  I919,  to  May  3I,  I92O,  inclusive.     The  personnel  of 
this  committee,  as  at  present  constituted,  is  as  follows: 


R.  V.  Bailey,  Chairman. 
C.  S.  Cole. 

L.  B.  Flohr  (Vice  R,  L.  Nixon). 
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3.    SEDUCTION  OF  BDBEAU  ACTIVITIES. 

Since  the  end  of  the  last  fiscal  year  reduced  appropriations 
have  made  necessary  a  ciirtailment  of  Bureau  activities,  ^^aterial 
reductions  have  been  made  in  the  Bureau  personnel,  the  "branch  offices, 
and  the  telegraphic  leased  wire  services.     The  following  tables  show 
the  conditions  on  June  3O,  the  present  conditions  and  the  net  reduc- 
tions . 


Personnel 


No.  of  EmT^lovees  Reduction 
June  30       October  1 


Scientific:                                    70S             9\0  6g 

Clerical  &  Subclerical:              10'5^            817  £31 

Totals:                                    I762*         IU57**  305 

♦Includes  SI  on  furlough.  ♦♦Includes  ^0  on  furlough. 

Branch  Offices: 

Number  Reduction 
June  30       October  1 

Cities  in  which 

offices  located:  56  U6  10 

Branch  Offices:  lOS  9O  IS 

Project  Branches:  186  I39 

The  changes  indicated  in  this  table,  together  with  reduction 
of  space  in  branch  offices  which  were  not  closed,  involve  an  aggre- 
gate office  space  reduction  of  approximately  12,000  square  feet- 

Telegraphic  Leased  Wires: 

Number  Reduction 


June  30       October  1 


Circuits 

7 

5 

Stations 

ks 

35 

Mileage 

12, OS^ 

S,5l6 

Operators 

97 

73 

2 

24 


U.    HAY  AND  FEED  WSmY  MARKET  RE\^IEW  DISCONTINUED. 

Because  of  the  reduced  appropriation  it  has  been  necessary 
to  discontinue  the  Weekly  Meurket  Review  which  has  been  issued  by  the 
Hay  and  Feed  Market  Reporting  Service.    While  the  reports  issued 
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Another  phase  of  ths  same  condition  is  involved  in  trans- 
mitting material  to  the  Stenographic  Section  to  te  copied  or 
corrected.    Frequently  the  slip  attached  hears  only  the  name  or 
initials  of  the  sender  who  may  not  "be  kno-wn  to  the  stenographer  by 
whom  or  to  the  messenger  through  whom  the  material  is  returned. 
Such  slips  should  bear  the  name  and  room  number  of  the  person  to 
whom  it  is  to  be  returned. 


7.    PgaSOl^M:!  DIRECTORY  MUST  BE  KEPT  UP  TO  DATE. 

A  directory  showing  the  residence  and  office  address  of  all 
employees  of  the  Bureau  with  headquarters  in  Washington  is  kept  in 
the  Personnel  Section.    This  includes  employees  who  are  stationed 
in  the  field  but  whose  permanent  station  is  designated  as  Washington. 
For  employees  stationed  in  the  field  or  in  an  itinerant  status,  no 
residence  address  is  maintained  and  any  calls  will  be  referred  to 
the  project  for  attention. 

If  the  personnel  directory  is  to  be  of  any  real  service,  it 
must  be  kept  up  to  date.     Head  clerks  will  be  held  personally  respon- 
sible for  reporting  promptly  ar\y  changes  in  address  to  the  Personnel 
Section.    A  check  will  be  made  each  month.    All  employees  of  the 
Bureau  should  keep  the  head  clerks  of  their  respective  projects  in- 
formed of  changes  of  residence  so  that  the  head  clerk  in  turn  may 
advise  the  Personnel  Section. 


Acting  Chief  of  Bureau. 
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from  the  San  Francisco  and  Kansas  City  offices  -were  discontintied 
some  time  ago,  September  27  was  the  last  date  for  those  issued  from 
Washington,  Atlanta,  Chicago,  Minneapolis,  Foi-t  r7orth,  and  Spokane. 
Hay  marketing  investigations  will  now  te  cond'octed  fron  the  field 
stations  at  Atlanta,  Minrieapclis,  and  Spokane,  and  both  hay  and 
broom  corn  investigations  froni  Fort  Worth. 

5.  USE  OF  ELEVATORS  PB0EIBTT2D  T7HEN  AUTHOHIZED  OPERATORS  ARE  NOT 
PRESEI'PT  ■ 

The  custodian  of  a  Federal  &ailding  in  which  one  of  our  of- 
fices is  located  reports  that  one  evening,  about  <^:0C  o'clock,  four 
employees  of  the  Bureau  came  into  the  building  and  requested  a  labor- 
er, who  was  engaged  in  cleaning  the  lobby,  to  take  them  in  the  ele- 
vator to  the  fifth  floor.     The  laborer  at  first  refused,  but  later 
decided  to  comply  with  the  request.    The  doors  to  the  elevator  in 
question  could  be  opened  by  a  steel  rod  which  v&s  not  available  to 
the  laborer,  who  thereupon  unfastened  the  keepers  in  the  top  and 
bottom  of  the  door.    He  neglected  to  replace  the  keepers  before 
starting  and  as  a  result  the  doors  swung  inward  and  caught  on  the 
floor  of  the  cage,  thus  badly  bending  the  doors  and  breaking  all  of 
the  glass.     It  cost  the  Treas-'jry  Department  $53.70  to  repair  the 
damage . 

Employees  of  this  B-oreau,  whether  located  in  Federal  or  rented 
buildings,  must  not  operate  the  elevators  or  induce  buildir^g  employees 
other  than  the  regular  elevator  conductors  to  operate  the  elevators 
for  them.     If  it  is  necessary  to  go  to  the  office  -smen  the  regular 
elevator  conductors  are  off  duty,  use  the  stairrsays. 

6.  .\DDRESSES  ON  IimiA-EUREAU  PAPERS. 

Delays  in  the  transmission  of  papers  from  one  person  to  an- 
other in  the  TTashington  offices  sometimes  occur  because  of  insuffi- 
cient address.     It  is  a  common  practice  to  transmit  memoranda  and 
other  papers  from  one  individual  to  another  in  the  offices  in  T7ashing- 
ton  by  attaching  a  slip  bearing  only  the  name  of  the  person  to  whom 
it  is  to  be  delivered.     In  some  cases,  such  a  person  may  not  be 
specially  -veil  know'n,  and  in  others  the  papers  may  fall  into  the 
hands  of  new  messengers  unfamiliar  with  the  personnel  of  the  Bureau. 
In  all  such  cases,  the  address  sho-ald  bear  not  only  the  name  of  the 
person  to  whom  the  papers  are  to  be  delivered,  but  also  Ms  room 
nuniber  and  the  name  of  the  building  in  which  his  office  is  located. 
Also,  when  an  extra  carbon  copy  of  a  letter  is  made,  it  should  bear, 
as  well  as  the  name  of  the  person  for  whom  it  is  intended,  his  room 
number  and  the  name  of  the  building  in  vKiich  rJ.s  office  is  located. 


UNITED  STATES  DEPARTMENT  OF  AGRICULTURE 
BUREAU  OF  MARKETS 
WASHINGTON,  D.  C. 


I1I5DEMATI0N  CIECUL.AE  VOL.  II,  NO.  S. 
ITovember  2S,  I919. 


1.  THE  mT^KST  BFPOP.TSR. 

T'ne  following  annoijinceraent  sliciild  appsa.r  in  one  or  more 
issues  01  each  of  the  periodicals  or  reports  distributed  Toy  the 
Bureau.    This  should  be  repeated  occasional ?,y  during  November 
and  December ,  and  should  be  worded  as  follows : 

"limOUiTC®.!^  0?  THE  M&BKET  EEPORTER. 

"Beginning  about  January  1,  I92O,    'The  ?fe,rket  Reporter,'  a 
periodical  of  general  interest  devoted  to  marketing  information 
concerning  important  agricultural  products,  will  be  published 
weekly  by  the  Bureau  of  Markets,     It  ^jviil  be  sent  free  to  those 
interested  who  make  request  for  it  to  the  Bureau  of  Markets,  U.  S. 
Department  of  Agricultxire ,  Washington,  D.  C,  and  who  give  the 
following  information:     (a)  name  and  f-oll  address,  (b)  business  or 
occupation,  (c)  Ia.nd  or  kinds  of  farm  products  in  which  interested, 
and  (d)  the  names  of  periodicals  or  reports  (mimeographed  or 
printed)  that  are  being  receiViBd  or  have  been  received  regularly 
from  the  Bureau  of  Markets  or  any  c-ther  branch  of  the  United  States 
Department  of  Agriculture. 

"George  Livingston 

"Acting  Chief  of  Bureau." 

2.  PREPARA-TION  OF  GRAPHIC  CHARTS. 

A  considerable  proportion  of  the  records  resialting  from  the 
work  of  the  Bureau  of  Markets  is  of  a  statistical  nature.    A  part 
of  these  statistical  records  is  adapted  to  presentation  in  graphic 
form  in  charts,  diagrams,  curves,  and  plats.    Tftien  statistical 
material  is  presented  in  charts  or  graphs,  it  mu.st  be  prepared  with 
due  regard  to  simplicity,  consistency,  clearness,  and  standard  form 
Several  graphs  have. been  brought  to  attention  recently  which  were 
not  properly  prepared. 
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It  is  felt  that,  the  wy-ste  of  time  r.nd  energ,^  involved  in 
the  preparation  of  uf.8?.<5bs  charts  and  the  rlci;  of  c.i'icredi ting  toe 
B-j-ean  "bj  the  p.^'isi-c-'  L-.tv  ot  pub'' irh-"ng  c^:y:>J.Mg  of  "r-is  n^-cvo-e 
improperly  executed  ev'*z:3  it  highly  desiratls  to  arrange  for  the 
preparation  of  such  dic-grccis  in  a':andard  form. 

Dr.  Carl  J.  "estj  Specialist  in  Marketing  Statistics,  will 
have  general  o-apervi3ion  of  such  --Tcrl:  in  the  1)01' ea-j.  a:.d  before 
'?orlr  is  begin  in  the  actual  arafting  cf  any  c'rjc'-'.  ts ;  the  neater ial 
to  be  used  and  a  completv^  explanetirn  of  the  propos;ed  diag.ras 
should  be  submitted  oo  him  for  approval.    Thio  will  include  the 
appx'oval,  not  only  of  the  foia  in  ",l\ich  the  cl^art  is  to  be  pre- 
pared, b\it  also  a  dc-cioion  a.s  to  vaienher  the  proptV-aiion  of  any 
chai't  whilever  is  neceosary  or  just/fir-'olG.    Tcrzher,  after  such 
graphs  are  prepared,  they  sr.tjuld  bj  fiubz^xttBd  to  JJr.  TTest  for 
final  approval  bef :'re  airj  uf.e  is  made  of  then;. 

There  has  been  con^idera.cle  delay  on  tho  part  of  projects 
sections  m  subjiLit;ing  proinptly  reccxmeni.-. cicn.^  for  the  separation 
of  en:plc5?SG5  froin  the  service.     In  cany  c=5ii'"n-  the  S.M.  Fo'.'n:  ^'j  is 
sent  to  the  Payroll  Clerlr  a  number  of  daye  before  the  regal-ar  recoc- 
mGndation  fcr  separation  is  sexj.t  to  the  x'tu'sormel  Section.    As  a 
result  it  frequently  happens  th^t  the  recoiinieroaticn  for  the  accep- 
tance of  reo'cgnation  or  temination  of  appoir/wnent  is  prepared  on 
a  date  subs,eciuent  to  the  effective  date  of  "he  action. 

In  view  of  the  necessity  for  the  utmost  conservation  of  funds 
and  in  order  that  statutory  places  n^ay  be  filled  as  soon  cis  they 
are  vacated,  head  clerks  and  others  resuoncible  sho-jud  send  to  the 
Personnel  Section  the  regular  reconrp.endation  for  the  separation  of 
the  empicyee  froni  the  service  at  the  earliest  possible  moment.  This 
recommendation  should  be  sent  to  the  Persormv^l  Section  at  thv-  same 
time  the  B.M.  ?orm  25  is  sent  to  the  Payvcll  Clerk.    This  point  ^vill 
be  checked  from  time  to  time,  ar^d  the  head  clerk  of  the  division  in- 
volved may  be  required  to  explain  anj-  case  in  T^Tich  this  is  not  dons. 

In  coniiection  vdth  sending  B.'^I.  Form  25  to  the  PajToll  Clerk, 
when  the  separation  of  an  employee  from  the  service  is  expected, 
the  head  clerk  of  the  project  issuing  the  form  should  be  sure  to 
recall  the  form,  if  the  anticipated  separation  does  not  take  place. 
Eecently  one  of  the  projects,  contemplating  th-j  closing  of  a  branch 
office,  sent  to  the  Payroll  Clerk  a  3.M-  Form  2S  covering  one  of  its 
enrployees.     The  em^iloyee         not  separated  from  the  service,  but  ^s 
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transferred  to  sn^ther  line  of  work.    The  B.M.  25  Torm  remained  on 
file  with  the  Pc  j-rcli  Clerk  e.nd  when  the  emploj/ee's  ns.me  appeared  . 
-on  the  payroll  of  the  branch  office  for  the  month  follo-ving  the 
e:ffective  date  c.f  the  B.M,  25,.  his  rxame  v^s  removed  from  the  roll 
■and  hi.s  pay  held  ^1p  almoat  ten  days. 

.    HJJ'rJLIH&  FJ'.QITSSTS  FOR  PUBLICATIONS. 

Hereafte-    ^'shen  letters  are  received  from  persons  other  than 
re^al?-r. .  corrresp  3r^]onts  req.uest.Lng  copies  of  rejports  issned  by  this 
Bureau-,  or; official  puhlications  which  may  be  eistri'outed  free  of 
cost, -no- lett-er  of  transmittal  shoxild  be  ViTj.tten  to  accompany  the 
material- requ.ef  ted  when  it  is  mailed,-  and  the  letter  from  the  cor- 
reypondent  raak  .tig  the'-req.uest  should  be  returned  -rdth  the  material. 
If  only  a  part  of  the  reports  or  publications  asked  for  can  be  sent^, 
the  others  should  be  checked  in  red  or  blue  pencil  and  the  words 
'* supply,,  exhausted*'  should,  be  ^vritten  at  the  bottom-  of  the  letter 
.preceded. by  a  chscl"  similar  to  that  used  to  identify  the  items 
-short.     In  case" the  request  cannot  be  complied  with,-  even  in  part, 
-the  letter,  should  be  returned  to  the  correspondent  with  the  words 
"suppi^y  exhausted"  \\Titten  across  its -face. 

Thi.s  procedure  ivill  save  a  considerable  amount  of  unnecessary 
work  in  prepsring  letters  of  tra.nsmittal  and  filing  the  incoming 
letter  and  the_  carbon  of.  the  reply. 

5-      DIVIGION  Tir^'^M'ORY  SECOEDS.  .    -  .  '  ■ 

Four  brief  cases  were  turned  over  to  one  of  the  projects  of 
the  Bureau  last  May  to  be  carried  on-  the  project  inventory.  Re- 
cently that  project  called  upon  the  Bureau  Property  Clerk  for  a 
record  as  to  the  whereabouts  of  the  brief  cases. 

It  had  been  supposed  that  everyone  understood  that  when 
property  is  assigned  to  a  project  to  be  handled-  as  a  project  m&tter 
the  Bureau  Property  Clerk  is  not  expected  to  keep  track  of  it  further 
tnan  to  show  on  his  records  that  it  is  charged  to  the  project.  '%en 
property  is  tre-nsferred  to- a  project  to  be  handled  on  the  project 
inventory  records  it  is  done  for  the  convenience,  of  the  project,  and 
the  mat  L-er  is  out  of  the  hands  of  the  B^ureau  Property  Clerk,  the 
p.roject  in  such  cases  being  entirely  respont-ible  for  the  property. 
'.'Then  any  such  -articles  are  loaned  to  anj''  one-  a  record  of  such  loans 
must  be  kept  within  the  project.    Head  Clerks  and  others  interested 
will  govern  themselves  accordingly. 
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Jor  some  time  past  the  Bvieeu  has  been  ccnsiiering  the  feasi- 
bility of  substit-uting  printinnc  for  the  pre<>ent  system  of  dupli- 
cating the  iaily  market  reports.     If  this  plan  is  adcpted,  hovevar, 
it  can  be  used  orJLy  in  thi-ee  or  four  of  the  larger  offices.  There- 
fore, the  Bureau  tt-hi  have  to  depend  upon  the  mimeograph  for  most 
of  this  work  and  every  effort  should  be  male  to  improve  its  appear- 
ance. 

At  the  present  time  many  of  the  branch  office  reports  are 
not  a  crsdit  to  the  Bureau.     The  irJr'now  on  contract  has  caused  a 
great  deal  of  trouble.     The  stencils  are  not  &iv£.ys  clean  out  and 
in  many  reports  the  lettering  indicates  that  the  typewriting  machines 
are  out  of  aligr,Tr)Ov.t  and  in  poor  shape.     Great  difficulty  is  ex-  • 
perienced  in  sec-a.ving  good  cperoi-tors. 

It  is  believed  that  better  results  may  be  obtained  if  we 
standardize  on       7,.  ric>  7^7  IiUr  in  the  orc.nch  oiTlces.    ^lile  the 
cost  per  po^ond  of  this  irJc  is  higher  tlian  ^he  other  inks,  the  btitter 
res-ults  obtained  warrant  its  use.    Care  should  be  taken  of  all  type- 
writing machines  used  for  stencil  cutting.     A.  special  effort  should 
be  made  to  see  that  the  substance  used  in  moisteiirng  stencils  sho-'xLd 
not  be  allowed  to  drop  into  the  mechanism  of  "he  machine.     The  tirge 
used  should  be  sharp  faced  and  should  be  'replaced  as  soon  as  it 
becomes  ^mvn.    Tnen  a  typewriting  machine  l-^s  been  u^ed  for  stencil 
cutting  for  one  year  or  more,  its  eicchange  for  -  new  machine  may  be 
considered.    Axi  effort  will  be  made  to  secure  salary  recognition 
for  duplicating  machine  operators  who  perform  uniformly  good  '.vork. 

It  is  distinctly  recognized  tr^t  it  will  be  the  policy  of 
the  B-oreau  zc  do  everything  possible  to  improve  the  quality  and 
appearance  of  these  reports  s-nd  the  Bureau  is  wilDir^g  to  meet  any 
reasonable  increase  in  produc'^ion  costs  that  will  insure  a  defirj.te 
improvement  in  the  quality  and  appearance  of  the  rrork:. 

7.     '  ?IiS30ITi>iET:  pvrcOHng.    .     /        .  ' 

Reference  is  made  to  Branch  Office  Ivlemorandum  No.  23,  dated 
November  6,  Ijjo.         is  suggested  that  all  papers  in  personnel 
folders  be  numbered  ser-.allr.     This  will  afford  a.  check  on  the  sur- 
reptitious removal  of  papers..   All  papers,  should  be  filed  chrcnologic- 
^lly»  always  having  the  latest  date, .on  top.     The  nurabering  should  be 
done  \\dth  red  ir^,  n.imbering  the  first  sheet  "1."    The  second  sheet 
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(the  one  on  top  of  the  first  sheet)  should  be  naiibered  "2,"  the 
third  sheet  "3,"  and  so  on.     To  make  the  n-ambering  more  easily- 
recognizable  and  to  prevent  its  being  confused  vath  any  other  ' 
figures  that  my  appear  on  any  page  each  sheet  should  be  numbered 
in  the  same  relative  position,  as  nearly  as  this  m.ay  be  practic- 
able, and  each  number  should  be  enclosed  in  a  circle. 

If  all  the  sheets  in  the  personnel  folder  are  thus  numbered 
and  all  papers  are  fastened  in  the  folder  by  the  use  of  a  flat  file 
fastener  the  matter  of  lost  or  misplaced  papers  in  personiiel  fold- 
ers mil  be  reduced  to  a  minimtnn. 

Extreme  care  should  be  used  to  see  that  folders  from  per- 
sonnel files  do  not  i"all  into  the  wrong  hands.  . 

g .     suPERVisioiv  OP  t-i/^chiiie:  rooms  at  joiut  offices  . 

The  machine  room  in  a  joint  branch  office  containing  more 
than  one  market  reporting  project  is  under  the  supervision  of  the 
Chairman  of  the  Operating  Committee,  and  all  matters  connected  with 
machine-room  operation  should  be  taken  up  rriith  that  officer  or  with 
the  Head  Clerk.    Attention  is  directed  to  this  rule  for  the  reason 
that  project  representatives  new?.y  transferred  from  single  project 
branch  offices,  or  for  any  other  reason  unfamiliar  mth  joint  opera- 
tion, sometimes  ejchibit  a  tendency  to  demoralize  the  machine-room 
force  by  interfering  directly  in  its  management,  resulting  in  contra- 
dictory orders  and  policies  and  confusion  on  the  part  of  employees 
as  to  the  actual  source  of  authority. 

Project  representatives  in  joint  branch  offices  who  wish  to 
make  complaints  or  suggestions,  or  secure  information  in  regard  to 
machine-room  operation,  should  deal  mth  the  Cliairman  of  the  Operating 
Committee  or  the  Head  Clerk.    Rec-mmendations  regarding  changes  in 
the  machine-room  personnel  shoiild  be  made  to  the  Chairman  of  the 
Operating  Conmittee  or  discussed  at  the  Operating  Committee  meetings. 
It  is  absolutely  necessary  that  tiiis  practice  be  followed  strictly 
for  the  reason  that  in  a  joint  office  two  or  more  of  the  market  re- 
porting services  are  concerned  and  action  i;\daich  may  benefit  one  may 
be  to  the  detriment  of  another. 


9-      TOIBL  SERVICE  AT  ERAITCH  OFFICES. 

It  appears  ttiat  econom.y  may  be  effected  in  the  branch  offices 
by  discontinuing  the  relatively  e:rp3nsi"e  towel  service  and  substi- 
tuting therefor  paper  towels  or  toweling.    In  several  of  the  offices 
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the  charges  for  towel  service  have  recently  been  increased.  In 
one  of  the.  large  "braj-iches  the  towel  service  ha-s  cost  at  the  rate 
of  $132,00  per  annim.     In  the  V/asr.ingtor.  off:.ce  of  the  Bui'eau  p^-per 
to\«7eis  have  "been  in  vse  for  some  tine  and  have  oeen  foiinl  satis- 
factory.   Paper  toTv?;ls  may  be  obtained  from  'Tashington  upon 
requisition  at  the  foilc-roing  prices. 

Holls,  11-3/3  X  1^  inches,  I5O  tov/els  to  roll  and  50 
rolls  to  packing  case  ©  \K-l/2  centis  a  roll; 

folded  to.7e].r3,  13-1/4-  x  11  inchns  ,  I50  to  package  and 
25  packages  to  carton,  $+-35  per  carton. 

Existing  contracts  for  towel  service  ?;hould  be  cancelled  as 
soon  as  possible.  Vouchers  for  towel  service  rendered  after  Janu- 
ary, 1920,  will  not  be  approved  unless  supported  by  an  explanation. 

10 .      HOACEES  ji^T  t^p.TxL^-UC-S  . 

For  the  benefit  of  those  Bur ecu  offices  which  have  to  con- 
tend with  roaches  or  \\aterbug3,  attention  is  called  to  the  point 
that  the  activities  of  these  pests  nay  be  iriuoh  curtailed  by  the 
use  of  paste  or  liquid  prepared  for  the  purpose.    A  supply  of 
either  may  be  ob-Cc>,ined  by  nakirg  subreqv.eat  ^he  saiae  as  for  other 
ite.T;s  carried  in  stock.     The  paste  is  placed  on  one  end  of  snail 
sheets  of  pajer,  which  are  then  rolled  into  cylinders  encircled 
with  rubber  bands,  w:.th  the  paste  inside,  cjr.d  placed  in  infested 
localities,  such  as  drawers.    The  liquid  is  sprayed  over  infested 
areas,  taking  cara  not  to  spray  paper,  fabrics,  etc. 


Acting  Chief  of  Bureau. 


UNITED  STATES  DEPARTMENT  OF  AGRICULTURE 


December  IS,  19 I9. 


1.  HALg-HOLIDAYS  BEFORE  CHHI5TMAS  MP  mW  YEAR'S  DAYS. 

The  following  anno-uncement  has  been  issued  "by  Mr.  Reese,  Chief 
Clerk  of  the  Department  of  Agricult-ore  to  the  Chief  Clerks  of  B-ureaus , 
Divisions  and  Offices: 

"You  are  hereby  authorized  to  excuse  all  employees  who  may  be 
spared  from  duty  on  the  afternoon  of  Wednesday,  December  2U-,  and  the 
afternoon  of  Wednesday,  December  3I ,  19^9 »  beginning  at  12:00  Meridian. 

Employees  absent  for  the  entire  day  on  either  of  these  dates 
will  accordingly  be  charged  with  three  hours  annual  leave." 

2.  USE  OF  STENOGRAPHIC  POOL. 

A  stenographic  pool  has  been  conducted  in  the  Bureau  of  Markets 
for  more  than  five  years.     It  has  maintained  an  even  distribution  of 
the  stenographic  load,  eliminated  overtime  and  idle  tim.e  on  the  part 
of  stenographers,  assimilated  rush  orders  and  peak  loads,  easily  met 
a  wide  range  of  needs  and  special  demands  for  stenographic  service, 
facilitated  the  standardization  of  form  and  method,  developed  individu- 
al efficiency,  made  it  possible  to  measure  the  relative  merits  of 
operators,  and  produced  an  output  greater  th_-ai  -^vould  have  been  possible 
had  the  same  number  of  stenographers  been  scattered  through  several 
divisions.     It  has  served  as  an  excellent  training  school  for  operators, 
making  them  acquainted  with  the  officers,  divisions,  and  lines  of  vrork 
of  the  entire  Bureau  and  giving  them  special  qualifications  for  satis- 
factory service  when  transferred  to  divisional  work. 

However,  in  the  management  of  the  pool  it  has  been  forind  diffi- 
cult to  enforce  inflexible  rules  governing  its  use  if  due  considera- 
tion is  given  both  to  the  efficiency  of  the  personnel  of  the  Bureau  as 
a  %vhole  and  of  the  individual  dictator.     Hereafter  the  general  policy 
of  the  Bureau  will  be  to  continue  to  require  that,  -under  ordinary  cir- 
cumstances, dictation  be  given  to  stenographers  from  the  pool,  but 
limited  exceptions  may  be  made  when  justified  by  circarnstances .  Less 
stress  mil  be  placed  upon  the  desirability  of  dictation  being  given 
to  pool  stenographers  by  heads  of  divisions  and  leaders  of  the  larger 
projects  when  administrative  responsibility  makes  the  administrator's 
tim.e  a  matter  of  first  consideration.     It  is  believed  that  in  general 
stenographic  work  it  is  desirable  to  dictate  only  once  or  possibly 
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twice  each  day,  but  when  not  more  than  two  letters  are  to  be  dictated 
at  any  one  time  the  use  of  stenographers  from  the  pool  will  be  option- 
al.    It  is  understood,  of  course,  th.at  in  buildings  where  there  are 
no  pool  stenographers,  divisional  stenographers  should  be  used. 

Supplemental  to  this  revised  policy,  there  will  be  a  change 
in  the  attitude  of  the  Bureau  in  regard  to  the  selection  of  clerks. 
The  appointment  or  transfer  of  stenographers  should  not  be  ret^uested 
for  ordinary  clerical  positions.     There  is  a  severe  dearth  of  com- 
petent stenographers  in  the  Goverriment  service  and,  except  for  former 
stenographers  who  have  been  promoted  to  higher  grades  of  -fjort,  no 
clerical  position  not  requiring  the  services  of  a  shorthand  xvriter 
should  be  filled  by  the  appointment  of  a  stenographer.     Further,  when 
the  reports  from  the  Reviewing  Section  indicate  that  a  disproportion- 
ately large  percentage  of  the  correspondence  of  ari/  division  which 
may  be  served  by  pool  stenographers  has  been  dictated  to  divisional 
stenographers,  it  will  be  presumed  that  this  is  done  in  order  to 
utilize  what  otherwise  would  be  the  idle  time  of  stenographic  clerks 
and  such  divisions  will  not  be  expected  to  request  the  appointment  of 
additional  clerks  in  any  capacity  until  this  margin  of  extra  time  has 
been  absorbed. 

It  is  hoped  and  expected  that  such  officers  of  the  Bureau  as 
have  occasion  to  dictate  to  stenographers  will  cooperate  with  the 
Bureau  administration  in  continuing  to  use  the  stenographers  in  the 
pool  and  the  emergency  stenographers  in  the  various  divisions  to  the 
best  advantage  and  in  the  most  effective  v;ay.     The  Bureau  must  net  be 
placed  in  a  position  where  it  can  be  criticised  for  employing  an 
unduly  large  number  of  stenographers,  and  the  full  use  of  the  pool  is 
the  surest  means  of  holding  the  total  number  in  the  Bureau  to  the 
minimum,  necessary  for  the  transaction  of  business. 

3.     ITINERARY  REPORTS. 

The  requirement  as  to  the  subriission  of  itinerary  reports  with 
reimbursement  vouchers  does  not  seem  to  be  thorouglily  understood 
throughout  the  Bureau,    An  itinerarr,'-  report  on  Bureau  Form  No.  1  must 
be  submitted  with  every  reimbursement  voucher  Form  h  whether  or  not 
any  travel  is  actually  performed  av?Qy  from  one's  official  station 
during  the  period,  unless  the  voucher  contains  oiiLy  re-submitted  iteuis 
suspended  from  a  previous  account.    Every  voucher,  therefore,  covering 
station  expenses  at  a  branch  office  must  be  accoracarJ.ed  by  an  itinerarj- 
report.    After  Form  k  vouchers  are  forwarded  to  the  Disbursing  Office 
for  payment,  the  onl;--  consecutive  record  of  expenditures  under  letters 
of  authorisation  retained  by  the  Bureau  is  the  itinerary  reports  con- 
taining memoranda  entered  by  our  Section  of  Supplies  and  Accounts  con- 
cerning the  voucher  covering  the  period.     In  this  corinection  see 
Information  Circular  Vol,  II,  No.  h-,  Item  5. 
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h.     MOTOR  VEHICLE_EXP}nMSE  AGCOUIjTS. 

Al+ho-agh  Item  7  of  Information  Circular  ITo .  IS  states  that 
after  July  1,  I9I9,  it  no  longer  will  he  necessary  to  forward 
monthly  motor  vehicle  expense  statements  to  Washington,  a  nnmber-  of 
the  branch  offices  continue  to  send  these  statements  in.  Recently 
m.otor  vehicle  expense  accounts  have  been  received  from,  the  Grain 
offices  at  Toledo  and  Minneapolis,  the  Inspection  branches  at  lle\'7 
York,  Minneapolis  and  Philadelphia. and  the  Live  Scock  office  at 
Kansas  City.     The  sending  in  of  these  unnecessary  statements  indi- 
cates that  the  branch  offices  are  not  reading  the  Inform.ation  Circu- 
lar and  the  attention  of  fill  branch  offices  again  is  called  to  that 
portion" of  Item  7  of  Information  Circular  No.  18,  which  is  quoted 
below: 

  "At  the  same  time,  i.e.,  upon  July  1,  lS-15  s  ^^^^ 

keeping  of  the  motor  vehicle  expense  accounts'  will  be 
transferred  to  the  Section  of  Supplies  and  Accounts 
in  Washington,    After  that  time  the  branch  offices 
operating  motor  vehicles  need  not  render  the  monthly 
statements  of  expenses  which  are  required  at  present." 

5.     PREPAltATION  OF  SALARY  VOUCHERS. 

Item;  2  of  Inform.ation  Circular  ITo.  10,  dated  January  I5,  I9IS 
which  concerns  salary  vouchers ,  reads  in  part  as  follows : 

"Hereafter,  single  copies  of  all  vouchers  charged  against 

letters  of  authorization,  including  sa.lary  vouchers,  should  be 

sent  to  the  office  of  the  project  or  division  leader  in  Wasliington. . 
Field  pay  rolls  and  Form.  3  salary  vouchers  for  employees  serving  in 
the  field  under  appointment  v/ill  be  prepared  in  duplicate  and  m.ailed 
directly  to  the  Clerk  in  Charge  of  Supplies  and  Accounts  " 

In  the  future,  all  salarv  vouchers,  whether  under,  letter  of 
authorisation  or  aprjointment ,  are  to  be  prepared  in  duplicate  and 
mailed  directlj^  to 'the  Clerk  in  Charge  of  Supiolies  and  Accounts,  ex- 
cept those  of  the  Q-rain  Division,  which  are  to  be  prepared  in  dupli- 
cate and  mailed  to  the  Washington  office,  of  that  division. 
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6.     SAFEGOABDIITG  FROPERTY  WHICH  MAY  BE  EASILY  STOLET. 

At  tent  i  or.  is  called  to- "the  fact  that  there  is  a  certain  class 
of  property  easily  portable,  readily  converted  to  personal  -use,  and 
presenting  special  tenp'tation  and  opporvjnity  for  theft.  Special 
care  should  be  given  to  the  safeguarding  of  property  in  this  class. 
The  percentage  of  loss  in  this  class  is  relatively  ver^^  niuch  higher 
than  the  proportion  in  any  other.    Hereafter,  special  care  will  be 
exercised  in  scrutihl'^ing  the  reports  of  losses  of  this  class  of 
property,  and  employees  ch-arged  with  the  c^astody  of  such  articles 
will  be  held  responsible  in  case  of  loss  anci  req.Tii'red  to  replace  or 
pay  for  the  articles  unless  it  is  shown  that  -.vhenever  not  in  -^xse  or 
•under  direct  observation  they  -vere  protected  from  theft  by  Being 
locked  Tip  or  by  other  adeq_-aate  safeanaards.     It  will  not  be  sufficient 
to  leave  such  property  loo>ed  in  rented  office  roor.s  in  buildings 
where  the  cleaning  is  done  by  irrespoi-sible  employees  of  lessors. 

A  number  of  articles  of  the  kind  described  are  itemized  in 

the  list  given  belov/: 

Automobiles  Lap  Robes 

Bags,  Traveling  (Suitcases)  Nor.-Skid  Automobile  Chains 

Bicycles  Padlocks 

Bottles,  Thermos  Pocket  Magnifiers 

Brief  Ca,ses  Portable  Type'.vr iters 

Cameras  and  Camera  Accessories  Push  Carts 

Dravdng  Instr-uments  (All  kinds'*  Scissors 

Fountain  Pens  Shears 

Flashlights  Small  Tools  (Hacmers,  Hatchets,  Pliers 

Gloves  Steel  and  Linen  Meas-jrins;  Tat>es,  etc. 


7.   pgpCHASE  OP  GLASS  TOPS  FOR  rr,si:s. 

A  recent  incident  l:ias  brought  zc  attention  the  fact'  that  die 
long  established  policy  of  the  Bureau  in  regard  to  the  purchase  of 
glass  tops  for  desks  never  has  been  made  a  matter  ci  v.Titten  reccrd. 

The  relative  costs  of  desks  and  plate  glass  tops  are  such  that 
it  does  not  pay  to  purchase  gla.ss  ^ops  for  'he  sole  purpose  of  pro- 
tecting the  desks .     In  instances  -vriere  the  rvle  h--.s  been  '^ived  ai:d 
glass  tops  have  been  purchased,  observation  has  shovra  th^t  in  r.ost 
cases  very  little  m.aterial  of  any  real  value  for  ^uicl":  reference  is 
placed  under  the  glass,  that  little  use  is  m.ade  of  -vhat  is  placed 
there,  and  that  it  generally  is  hidden  by  papers,  desk  trays,  ir^stand 
sets,  etc.,  on  top  of  the  desk. 
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Hereafter,  no  glass  tops  for  desks  should  be  purchased  wj.thout 
the  specific  approval,  in  advance,  of  the  Chief  or  Acting  Chief  of 
the  Bureau. 


S.     HAM)LING  REQUESTS  FOR  PUBLICATION. 

An  inquiry  has  been  made  as  to  whethier- IteiTi       No.  S,  Vol.  TI 
of  the  Information  Circular ,  with  the  sarne  subject  is  given  above, 
■  applies  to  letters  from  Congressmen.    '  - '  ' 

This  item. does  not  apply  to  requests  from  Congressmen,  or 
other  officers  occupying  relatively  important  public  positions,  such 
as  diplomatic  officers,  directors  of  state  experiment  stations ,  chiefs 
of  bureaus,. or  the  like.  "Letters  from  such  sources  should.be  handled 
in  the  usual  manner. 

9.  PROPERTY  RECORDS. 

Recently  one  of  the  projects- in  the  Washington  office  called 
on  the  Property  Clerk  for  a  record  of  the  whereabouts  of  four  brief 
: cases  which  had  been  turned  over  to  and  charged  against  the  property 
account  of  the  project  several  months  previously.     It  had  been  talien 
for  granted  by  the  administrative' off icers  of  the  Bureau  that  each 
project  would  understand  that  all  records  of  such  property  in  its 
possession  must  necessarily  be  kept  by  the  project  itself,  since  mani- 
festly it  is,  impossible  for  the  Property?"  Clerk  to  maintain  any  record 
of  such  item.s  other  than  to  see  that  fhej  are  charged  to  the  project. 
In  all  cases  where  brief  cases  or  other  property  are  transferred  to 
.and  charged  against  the  property  account  of  a  project  that  proj.ect 
must  keep  a  record  of  the  whereabouts  of  all  such  articles. 

10.  OUTGOING  TELECSIAMS. 

For  the  information  of  all  concerned,  in  the  Washington  offices, 
attention  is  called  to  the  fact  that  hereafter  outgoing  telegrams, 
both  leased  wire  and  commercial,  will  be  viseed  by  the  Secretary  to 
the  Chief  of  Bureau  instead  of  in  the  Reviewing  Section. 

11;      THE  INDEX  SERVICE  OF  THE  DIVISION  OF  PUBLICATIONS. 

A  memoranduji  issued  by  Mr.  Ed-'^y  B.  Re  id,  Chief  of  the  Division 
of  Publications,  in  regard  to  the  index  service  of  the  Division  of 
Publications,  under  date  of  Novem.ber  S,  ISIS,  is  copied  below: 
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"The  suggestion  has  been  ir.ade  that  the  index  service  of  the 
Division  of  Publications  -wctild  be  used  oftener  and  to  ^eater  ad- 
vantage if  its  existence  and  character  -^^^re  better  known  both  in  the 
Department  and  outside, 

"The  indexes  of  the  Division,  in  card  form,  fxirnish  reference 
to  all  important  subjects  mentioned  in  the  publications  of  the  Depar 
ment  and  to  Department  authors,  fror.  1S62  to  date:  also  to  the  re- 
ports on  Agriculture  by  the  United  States  Patent  Office  fron:  IBjl  to 
lSo2,    They  are  usef^al  to  persons  preparing  articles  on  agricultural 
subjects,  especially  for  an  examination  of  what  already  has  been  pub 
lished  bv  the  Department.     Obviously,  when  Department  publications 
are  prepared  such  an  examination  appears  necessary  as  the  first  step 
taken.    The  indexes  are  of  service  to  vrriters  in  clearing  the  field 
in  which  they  propose  to  v-ork,  and  in  selecting  material  for  study, 
investigation,  and  research. 

"They  also  are  useful  in  determining  'vhat  publications  should 
be  sent  to  applicants  for  inform.ation  who  indicate  only  the  subjects 
in  v\h.ich  they  are  interested,  and  do  not  specify  particular  publica- 
tions by  n-umber  or  title. 

"An  index  is  maintained  of  matter  of  interest  to  the  Depart- 
ment wMch  appears  in  the  Congressional  Kecord.  T"nis  is  maintained 
by  sessions  and  is  kept  on  file  as  long  as  present  space  conditions 
will  permit. 

"Workers  in  the  Department  are  invited  to  use  the  index  facili 
ties  freely  and  on  request  to  this  Division  a  list  of  references  on 
any  agricultural  subject,  and  such  other  service  as  may  be  availcble. 
Will  be  furnisned  promptly.     Suggestions  as  to  ho^:  the  index  section 
may  be  made  more  useful  mil  be  -.velcomed. 

"An  index  of  the  illustrations  contained  in  Department  p;.b"-i- 
cations  and  otherwise  available  for  Department  use  is  in  course  cf 
preparation  and  "^rhen  completed  will  be  available  for  ready  reference. 

/-^ 

Acting  Chief  of  Bureau. 
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Hotel  Directory. 

In  conformity  with  Information  Circular  Vol.  IT,  No.        Item- 6, 
the  information  contained  herein,  in  rtjgard  to  hotels  in  various  cities 
is  given  for  the  benefit  of  Svjreau  of  -larliets  emioloyees  in  the  hope 
that  time,  expense  and  trouble  may  be  saved  our  men  when  in  a  travel 
status  and  visiting  cities  where  they  are  unac-iuainted .     It  is  felt 
that  it  would  not  be  good  jroli'cy  to  make  a  report  on  undesirable  ser- 
vices or  characteristics.    Eo^TOver,  where  the  quality  of  service  or  of 
any  other  factor  or  attribute  is  not  mentioned,  it  may  mean  only  that 
we  loave  no  report  at  all  in  regard  to  the  points  omitted.    ''Jhere  two 
minimum  rates  are  given  it  signifies  that  information  from,  two  differen 
sources  differs . 

It  should  be  understood  by  all  that  the  information  supplied 
heroin  mast  be  treated  in  a.  strictlj^  confidential  manner,  since  of 
course  the  Departm^ent  can  not  be  placed  in  the  position  of  advertis-ing 
either  the  good  or  bad  qualities  of  any  hotel.     Therefore,  this  issue 
of  the  Information  Circular  in  particular  m.ust  not  be  permitted  to  fall 
into  the  hands  of  other  than  Bureau  employees. 

It  should  not  be  taken  for  granted  tha-t  the  information  given 
is  the  last  word  in  all  cases.     A  change  of  management  may  result  in 
a  marked  change  in  service,  or  rates  may  be  advanced  at  any  time. 
Operating  conditions  may  vary  greatly  in  the  same  establishment  at 
different  periods.     Tnis  list  is  not  to  be  considered  as  com-plete. 
Doubtless  there  are  m.any  good  hotels  which  are  not  mentioned  hero  at 
all.     Some  of  the  best  have  been  om.itted  intentionally  because  of  rates 
so  high  as  to  be  prohibitive  to  travelers  limited  to  the  Government 
allowance  for  subsistence. 

If  any  errors  are  noted  or  if  any  one  has  suggestions  to  make, 
or  can  submit  any  additional  information  which  might  be  used  at  somie 
future  date  in  a.  revision  or  supplement  to  this  circular,  it  i's  desired 
that  the  inf orm.a-tion  be  transmitted  to  the  Administrative  Assistant  in 
Charge  of  Operation. 

The  informiation  available  is  listed  below,  alphabetically  by 
states  and  then  by  cities.    Unless  otherv/ise  indicated  the  price  shown 
is  reported  to  be  the  lov/est  rate  for  outside  room  mth  bath. 
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Experience  has  shcmi  in  mar^r  cases  that  the  safest  method  of 
procedure  is  to  write  or  telejraph  to  the  hotel  at  -.vhxich  one  expects 
to  stop,  req.uesting  the  reservation  of  a  room,  specif j'ing  the  kind 
of  room  desired  and  the  maxirnam  price  one  is  '.villing  to  pay,  and 
stating  probable  dates  of  arrival  and  departure.     Snch  a  message 
should  reach  the  hotel  at  least  t'M?  or  three  days  before  the  date  on 
which  the  traveler  e35pects  to  arrive. 

ALABAMA 
BIRMINGHAM 

Jefferson.     2nd  Avenue  and  2^th  Street;  $2.50;  centrally  located. 

Morris.     I5OI  -  1st  Avenue;  near  L  &  IT  Station;  $2.50;  fireproof. 

Tutwiler .     20th  Street  and  '^th  Avenue;  reached  by  street  car  from 
Southern  Station;  $2.00  -  $3.00;  fireproof;  t'.vo  bloclns  from  business 
center;  first-class;  service  excellent;  clean  and  good. 

DECATUR 

Echols .     $1.50;  European;  service  fair. 

HUITTSVILLE 

Twickenham .    $2.00:  European:  service  excellent.. 

MONTGOMERY 

Exchange .     Commerce  Street;  fear  blocks  frcr_  Union  Station: 
$2,00  -  $2,50;  European;  service  good. 

G|^-Teague.    Conmerce  Street;  tv:o  blocks  from  Union  Station; 
■■P2.5O  -  s'3'20i  fireproof;  t^vo  bloclTs  from  b-isiness  center;  service  goci; 
European. 


AF.IZONA 
PHOENIX 

Adams .    Easily  accessible;  $1.75  -  $2.00. 

TUCSON 

Santa  Rita.     $1.50:  service  excellent. 


ARKANSAS 
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K)RT  SMITH 

Goldman,  $1.25 
Main.  $1.25 
Southern.  $1.00 

JUDSONIA 

Elliott.     $2. 25 

LITTLE  ROCK 

Marion.    Fifteen  minutes  ly  street  car;  $2.50;  fireproof;  in 
business  center;  first-class;  European;  service  good. 

NASHVILLE 

Garner.  $2.50 

VAN  BUREN 

Mrs.  Armstrong.    $12.00  per  week  for  room,  •.. 

CALIFORNIA 
EL  CENTRO     - ■ 
Barbara  Worth.    Easily  accessible;  $2.00, 

LOS  ANGELES 

Clark.     I426  S.  Hill  Street;  $2.00;  easily  accessible. 

Hayward .     Spring  and  6th  Streets;  $2.50;  conveniently  located; 
excellent  service;  European. 

Rosslyn :    Main  and  6th  Streets;  $2.50  -  $3.50;  new  modern  hotel; 
nicely  appointed, 

SAN  DIEGO 

Grant .    Easily  accessi  ble;  $2.00, 


St.  Francis.    Powsll,  Geary  &  Post  Streets ,  facing  UrJ.or-  Sq.-uare 
$2,50;  easily  accessiole, 

Stevjart ,     3l?3  Gea-ry  Street;  $2o0;  very  CLxiiet;  well  appointed 
small  hotel;  clean;  very  reasonable  for  the  service  rendered;  excellen 
accommodations . 

Fielding.     $2.00  -  $3-00;  acconicodations  good. 

TUTJjOCK 

Carolyn.  $1.73- 

Vignolo .     $1.75  -  $2  00;  accomniodations  fair. 

BRAWLZY 

lunlack.     $1.75  -  $2-50:  accoim-.odations  fair. 

COLCR.^DQ 
DENVER 

Oxford.     Wazee  and  17th  Streets;  $2.00;   ssrvice  good. 

GIJ'ELEY 

Camf ield.  $25  psr  month  for  room. 
Sterling.     $25  per  month  for  room. 

PALIS;iDSS 

Midlojid.  $2.00 

com:ecticut 
bridgeport 

Stratf ield.    Main,  Gclden  Hill  &.  Cnapel  Stre-ts;  $2.0-0;  good 
service. 

HAETPOPJ) 

Bond  Am^ex.     "^ithin  easy  '.^el:ring  distance  cf  the  Union  Station; 
$M-.00;  fireproof;  service  excellent. 
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WILMINGTON 

Diroont .     Can  "be  rsached  bj-  street  ca-r  from  station;  $2.50; 
fireproof;  accessible  to  business  center;  European;  excellent  service; 
f  irst-clasf5. 

V'inkler .    Across  street  from  Hotel  Dupont ,  one  block  from  Main 
Street;  can  be  reached  by  street  car  from  railroad  station;  $2.00; 
centrally  located;  quiet. 

-FL05ISA 
JACKSCIjVlLLE 

Mason.     Centrally  located;  ^3-50;  service  good;  European. 

MIAMI 

Fort  Dallas .    $3-00  per  day  for  room  and  board. 
$2.00  per  day  for  room. 

ORLAHDO 

Empire .     $3.50  per  day;  American. 
San  Juan.     $2.50  -  $3.00;  European. 

PALT/iETTO 

Oalrs.  ■  $2.50:  Americaii, 

HAlilPA 

Ilillsboro.     $3.00;  with  sho'ver  $2.50;  E-oropean, 

"    ■  .  •  GEOBC-IA 
•  .  AT&ENS 
Georgian.     $2.50;  America,n;  service  good;  location  good. 

ATLAIWA 


Ansley .     Eorsyth  and  James  Streets; 
convenient  location;  service  good;  clean. 


$2.50  -  $3.00;  fireproof; 
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Kimball.     Corner  Pryor  and  "'^all  Streets,  opposite  Union  Station, 
fifteen  minutes  fron  Soijithern  Terminal;  $2,^0-,  noisy. 

Piedmont.     Peachtree  and  Luckie  Streets;  fifteen  nimites  from 
Southern  Terminal;  $?.50  -  $3.00  mth  tut  fs":  available  at  that  price; 
fireproof;  clean;  service  good;  European. 

Terminal .    Mitchell  and  Madison  Streets;  near  Union  Station:  $J.IC 

Wine c off.     Peachtree,  Oorner  Ellis  Street;  fifteen  minutes  from 
Southern  Terminal ;  $2.00;  fireproof;  clean,  service  good. 

AUGUSTA 

■Albion.    On  Broad  Street,  ten  minutes  from  Union  Station;  hotel 
bus  25  cents  round  trip;  $2.00  -  $2-50;  convenient  location;  service  good 

FORT  VALLEY 

Winona .    $3 '5-;  American. 

MACON 

Lanier .  $1.75- 

Terminal .     $2.00;  near  station. 

SAVANNAH 

Savannah.     Eacing  Johnson  Square;  fifteen  minutas  by  street  car; 
$2.5C;  fireproof;  in  business  center;  first-class;  Eioropean;  clean. 

THOI^IA-SVILLE 

Tosco .     $3-00;  American. 

ILLII^JOTS 
CHICAGO 

Alexandria.     5^-2  Rush,  corner  Ohio:  $2.50. 

Atlantic.  Clarlc  Street  near  Jad-son  Blvd.;  $2-5^;  <=^-^  "be  reached 
by  street  car  or  on  foot,  tliree  bloclrs  from  Grand  Centra.!  Station;  fire- 
proof; centrally  located;  service  and  equipment  e.cceilent;  iuiet,  dif.i- 
culty  in  securing  rooms  even  after  promised.;  ' 


Clarendon  Beach,    ''^ilson  Avenue  and  the  Lake;  $-+.00;  fireproof; 
new;  very  comfortable;  good  meals. 


^loxi-^eajijiorri .  '  Corner  Van  Buren  and  La-  Salle  Streets;  $2.. 75;  fire- 
proof;  service  excellent;  very  good  resta-orant.;. 'best  service  of  any  hotel 
in  loop  district.         '     '    .    '  .'^  ■ 

Qreat  Northgrfc,  :  .jJorth  Dearborn  and  West  Jackson  Streets;  $?.50; 
very -desirable  both- from  standpoint  of  location-and  service  rendered. 

La  Salle.     La  Salle  and  Madison  Streets ;  $M-.00;  fireproof;  centrally 
located;,  excellent  s-ervice;  European. 

Morrison.     C-or-ner..  Madison  and  Clark  Streets  ;- $2  .  5O;  fireproof; 
easily  accessible;  excellent  service ;  extremely  popular ;  difficult  to  get 
rooms. 

ITew  Sp-gthern.     IPth  Street  and  Michigan. Boulevard;  single  room  mth 
bath  $2.00;,  small  but  first-class;  one  block  from  .'Wabash  Avenue  surface 
line,  two.,  bl-ocks  from  elevated  '?7ithout  change. 'from  La  Salle  Street  Station. 

Sherman .    N.  Clark  and  W.  Randolph  Streets;  rather  high  priced. 

-    ,      -The  Planters.     I9  H.  ,  Clark  Street;  $2.00;  small  hotel  but  vie ry- good 
service;  cafeteria  only:. 

Washington.     1S5  W.  -Washington  Street ;  ' formerly  ■•E'a;iserhof;  rates  as 
low  as  ?2.00  -  $2.50;  it  seems  ;-to  have  more,  rooms  available  on  short  notice 
than  other  hotels  in  Chicago.     Outside  loop  district;  one  block  from  the 
^abash  Ave.  surface  cars,  two  blocks  .from  elevated  without  change  from  La 
Salle  St.  Station. 

Stockyard  Inn.  -Convenient  to  stockyards  and  st.oclsyard  office  of  "■ 
the  Bureau;  on  elevated  only  a  few  minutes  ride  to:  city;  all  outside  rooms; 
$2.00.  ...  -  ■ 

PEORIA 

Jefferson.     Corner  Jef f erson "a.nd  Liberty'.'Strests ;  $2.00  with  shower: 
fireproof;  centrally  located;  service  good. 

CAIRO 

Colonial.     SIO  Washington  Avenue;  six  blo6lcs  North  and  two  blocks. 
West ■ from  Illinois  Central  and  Beg  Four  Station;  seven  blocks  from  Iron 
Mountain  Station;   street  cars  pass  in. front,  of  hotel;  $1.75;  European; 
fireproof;  in  center  of  business  district;  close  to  offices  of  Bureau;  good 
meals;  table  d'hote;  service " good ;  equipment  good;  clean;  quiet;  business 
men  prefer  this  hotel  because  it  is  in  heart  of  the  business  district  and 
within  ^miking  distance  of  most  all  business  houses.^  . 

-  •■    '  IITOIMA 


Oalcs 


HAMM) 

$3.50  psr  day  room  and  board. 


-g- 

•;      ■  ■  n^DiAN/POLis  - 

Claypool .     Cor-si'^-ered  vhe  finest  hotel  in  the  city,  located  at 
North^^est  corner  of  Tllinois  and  ^a-hington  Streets ,  .  four  bloclrs  frc:-j  the 
Union  Station;  on  leaving  station  waLk:  directly  I^orth'  of  taiie  any  car 
going  North;  $2.50  and  -up;  fireproof;  in  business  center;  aoout  8  "blocks 
from  the  prod-^ace  district,  t-.vo  niles  from  the  stock  yard;  grade  and  q;ual- 
ity  of  the  meals  very  good,  served  a  la  carte;  also  have  cafeteria  in 
connection;  full  most  of  the  time. 

Denison.     On  Pennsylvania  Street,  near  Ohio.  Street,  directly  across 
from  the  Custom  House;  7  hiocks  fro'-ii  Union  Station;  on  leaving  station 
walk  directly  North  on  Illinois  Street  to  Ohio  then  East  on  OhJ.o  to 
Pennsylvania  to  hotel  or  take  any  car  passing  station  and  transfer  at 
Illinois  and  Washington  to  Central,  College,  or  18th  Street  car  line,  get 
off  at  Ohio  and  Pennsylvania;  $2,00  up:  reservation  should  "be  made  in  ad- 
vance; cafeteria  adjoins  the  hotel  T/here  good  meals  can  oe  had  at  reason- 
able price;  fireproof,  in  central  part  of  the  city;  close  to  the  produce 
district;  about  two  miles  from  stock  yards;  can  get  stock  yards  car  on 
Washington  Street  between  Illinois  and  Meridian  Streets, 

English.     13^  Monument  Place;  six  blocks  from  Union  Station;  ^Ik 
north  on  Illinois  Street  to  Market  Street,  then  East  on  ?^arket  to  Circle, 
or  take  Illinois  car  passing  station  and  get  off  at  ?.!arket  Street:  $1.75 
to  $2.50;  about  35  rooms  -vith  bath  at  these  prices;  fireproof;  fairly 
modern,  ho-.vever  one  of  the  oldest  liotels  in  city;  short,  distance  from 
produce  district;  about  t";o  miles  from  stock  yards:  take  sLock  yards  car 
at  corner  of  Meridian  and  Fashington  Streets ;  a  good  medium  priced  notel 
vAieve  you  can  secure  accommodations  at  most  any  tine. 

Lincoln.    Washington' and  Illinois  Streets,  four  blocks  from  Union 
Station;  $2.00  aiid  up;  very  few  rooms  at  $2.00;  table  d'hote;  also  cafe- 
teria adjoining;  fireproof;  in  central  part  of  to-TTi;  ato-at  t^  miles  from 
stock  yards;  a  high  priced  hotel. 

Boyal .     323  N,  Illinois,  directly  across  the  street  from  the  Y.M.C.- 
seven  blocks  from.  Union  Station,  walk  north  on  Illinois  to  hotel  or  take 
Tllinois  car  at  station  going  North;  20  roo_is  -rith  shovrer  bath  at  $1.25; 
75  rooms  ^jvith  tub  bath  at  $1,75;  ^0  rooms  with  connecting  bath  Si. CO;  no 
meals  served,  cafeteria  next  door ;.  about,  the  best  cheap  hotel  in  the  city. 

Severin.     Corner  Illinois  and  Georgia  Streets;  one  square  from 
Union  Station;..'$2. 50  -  $3-50;  meals  a  la  carte;  also  cafeteria  connected; 
•"•his  i.s      ..■  : 

all  stock  yard  cars  pass  door  and  also  cars  for  the 
produce  market;  three  blocks  from  center  of  city;  reservatioiis  should  ce 

made  in  advance . 

Spencer.  Directly  across  the  street  from  Union  Station;  $2. CO  ; 
annex  is  fireproof;  meals  a  la  carte;  o-bout  a  mile  and  a  half  from  the 
stock  yards;  the  stock  yards  cars  pass  the  door;  it  is  -vithin  wall^ing 


-9- 


distance  of  the  produce  market;  noisy,  adjoining  the  railroad  yards;  not 
the  most  desira-ble  place  to  stop, 

WasMngtpn.     On  Washington  between  Meridian  and  Pennsylvania; 
$2,50  ^nd  -ap;  six  blocks  from  Union -Station;  in  center  of  city;  meals 
a  la  carte  and  cafeteria  adjoining;  a  good  high  priced  hotel. 

Williams .    On  West  -Washington,  near.; Capitol;  seven  blocks  from 
Union  Station;  vjalk  ITorth  on  Illinois  to  Washington  and  West  on  Washington 
to  hotel,  or  talre  Illinois  car,  transfer  at  Washington  Street  to  West 
Washington  car;  about  oO  rooms  with  bath  $1.50;  serve  no  meals;  no  cafe- 
teria connected;  fireproof,;  about  two  miles  from  stockyard  and  about  one- 
half  mile  from  produce  market;  good  medium  priced  hotel. 

SOaiH  SS1\ID  ' 

Oliver .     $2.00;  high  grade  services:  sanitation  and  cleanliness, 
excellent;  mea,ls  obtainable  in  hotel ;  .Am.eri can. 


IOWA 

:  . DEs  Moiiiss  :  .   .  ■  ■ 

Chamberlain.     $2.00,  room  with  shov/er;  service  fair. 

,     .    ■  SIOIIX'CITY  .  ■  "•  '  .  :  ; 

Martin,    '^ithin  walking  distance  of  railway  stations;  $2.00;  fire- 
proof; centrally  located;  service  excellent. 


ATCHISON    ^       '        '       ;  .  ■ 

Byrarn .     Convenient  to  station;.  $2.00;  accommodations  fair;  clean; 
cafe  in  connection;  E-jropean. 

 EUTCHiiJsow  ; . '     .  'il.,;- 

Bisonte .    Easily  accessible;  $5.-00;  iimerican. 

.  .  MAtx^lIETM^  ,  .  . 

Gillett ■     Can  be  reached  from  Northern  Pacific  Station  by  street 
car;  $3.75;  -American;  service  good. 
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KEWTON 

Harvey  Houss.    At  station;  $2.3Q\  meals  $1.C0;  noisy,  European. 

PillSOlTS 

Fave .     Convenient  to  station;  $2.50;  noisy;  good  cafe  in  connection. 

PITTSBURG 

Stillwell .    About  four  "olccks  from  M.P.  Station  and  six  blocks 
from  A.T.  &  S-F.  and  DCS.  Stations;  $3-50;  meals  fair;  American. 

WICHITA 

■  Lassen i    Uptown;  $3-00;  new  hotel;  service  good;  European. 

KENTUCKY 
LOUISVILLE 

Seelbach.    Walmt  and  Uth  Streets;  tn^enty  minutes  by  street  car; 
$U.OO;  fireproof;  in  business  center;  good  service  and  equipment;  Eijropean. 

Tyler .     Corner  Jefferson  and  "^rd.  Streets;  $2.CC;  fireproof;  cen- 
trally located;  convenient  to  railroad;  service  good;  European;  clean; 
quiet ;  very  good. 

Wa,tterson.    On  TTialnut  Street  betrveen  ^4th  ar^d  5^-^,  or.  car  line; 
$2,00;  fireproof;  location  good;  service  good:  European. 

LOUISIANA 
ALEXANDRIA 

European.    Just  across  street  from  Union  Station:  $2,00;  ncisy; 
fireproof;  European. 

HAMMOND 

Oaks .    Located  near  station;  $3.00;  American;  meals  good;  service 
good;  convenient  to  business  district. 

NETT  ORLEANS 


Grunewald .     123-127  Baronne  Street;  $2.50 
proof;  centrally  located;  service  good. 


-  $U-.OC;  new  part  fire- 
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La?avette.     623  St.  Charles  Ftreet;  $U.OO;  fireproof;  service 
average;  rooms  clean. 

^  Mont  si  5  one .  '  Comer  Royal  and  ii)ervill"e  Street's,  near  Canal  Street; 

4>.2.50;  centrally:  located;  Eixropean;  service  good. 

St.  Charles.     St.  Charles  and  Conimon  Streets;  $2.50  -  $4.00;  cen- 
trally located;  service  excellent;  very  conif ortable . 


MAim 

PORTLAND  -   '  ■  ■ 

Congress  -Sq-gare .   ;  Centrally  located;  $3-00  -  $4.00;  well  appointed, 

Falmouth.    Well  located  and  comf or bahle ;  $2.50  -  $3-50;  an  old 
hotel  "but  one  with  a  very  good  reputation. 

LaFayette.     Is  on  the  principal  street;  car  from  Union  Station 
stops  in  front  of  door,  same  from  Grand  Trunk:  Station;.  $3. 00;  fireproof; 
in.  business  center;  about  one  o>  two  m.il'es  from^  various  railroad  yards;  . 
service  good;  equipment  good. 


-  MARYLm)   -  ' 
HAGERSTOW 

Hamilton.    On  main  street  opposite  Court  House;  tv;c  blocks  from 
railroad  station;  $2.00;  centrally  located;  se-;rvice  very  good;  quiet; 
very  good  family  hotel,  • 

Maryland.  $1.50. 

.    ■   .  BALTIMORE 

Caswell..     Baltimore  and  Hanover  Streets;  $2.50:;  fireproof;  con- 
venient to  Supervision;  convenient  to  railroad;  clean;  Eioropean. 

Emerson.    Baltimore  and  Calvert  "Streets ;  $2.50;  fireproof;  centrally 
located;  convenient  to  Supervision;  convenient  to  ra-ilroad;  clean; 
Eiiropean..  -  ;  ;    .        '      "  '    '  '  ■ 

Howard.    Howard  near  Baltimore;  $2.50;  fireproof;  centrally  located; 
convenient  to  Supervision;  convenient  to  railroad;  clean;  European;  noisy. 

Renert .    Liberty      Saratoga;  $2.50;  fireproof;  fifteen  minutes  from 
Union  Station  by.  taxi.- 
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CUMBEBLIND  ■         '  ■ 

Ft ■  C-umberland .    Corner  3altir;.ore  and  Liberty  Streets;  reached  on 
foot  from  station;  $2.50;  fireproof;  center  of  city;  meals  obtainable  at  - 
Coffee  Room  of  tiie  hotel;  food  excellent;  prices  reasojiable;  eq.uipn:ent  ex- 
cellent; qiaiet  and  clean. 


Mft.S3ACHgSETTS 
.A!JHERST 

■Perry .    Within  one  block  of  the  business  center;  some  distance 
from  both  railway  stations;  $4-.0C;  ^erican;  Eeals  fine;  service  excellent. 

BOSTON 

■Adams.     553  Washington  Street;  $2-50'.  ^thin  vvalking  distance  of 
Prod-ace  District;  clean;  quiet. 

Avery.     2h  Avery  Street;  fifteen  rainutes  v--al3c  from  South  Station; 
$2.50;  fireproof;  centrally  located:  clean;  good. 

Brewster .     I9  Boyleston  Street;  subway  from  both  ITorth  and  South 
Stations  will  put  you  off  almost  in  front  of  hotel;  $3-Q^"i  fireproof;  in 
business  center;  one  mile  from  produce  district;  some  distance  fro™,  rail- 
road yards;  service  fair;  equipraent  ■  good . 

Cox)lev  Plaza.    Copley  Square  and  Trinity  Place;  ^3'^'.  easily 
accessible. 

Essex.    Atlantic  Avenue  and  Essex  Streets;  iust  across  from  South 
Station;  $2,50  -  $3-50;  fireproof;  conveiuent  location;  service  fair; 
E-oropean;  noisy. 

Thorndike .     Boylston  and  Tremont  Streets;  $2.00  -  $4.00; 

Touraine .  ■  Tremont  and  Rcylst.on  Streets;  $3-50  -,  $4.00;  centrally 
located;  well  equipped  and  nicely  appointed. 

GREEl^TTELD 

Weldon.    One  mile  from  station,  no  cars;  $3.00;  fireproof,  Snsay 
from  business  districts-,  railroads,  etc.;  service  good;  European;  quiet. 

NOETHAJiPTON 

DraTier .    About  half  mile  from  station;  car  line  runs  past  hotel 
but  turns  about  six  or  eight  blocks  awa^-  from  station;  $2.25;  fireproof; 
business  center;  one  and  one-half  miles  from  railroad  yards;  service  fair; 
European;  equipment  good. 


-13- 


Coolev.  Within  one  "block  of  Union  Station;  $2.00  -  $2.50;  fire- 
proof; in  "business  center;  t-.vo  miles  from  railroad  yards;  service  good; 
European;  eq.-uipment  good. 

Kimball-    ^o-or  "blocks  from  Union  Station;  $2.50  -  $3-50;  a  little 
out  of  business  center;  quiet;  clean;  :-;ell  appointed. 

WORCESTER 

Bancroft .    Erankli.n  Park;  about  five  blocks  from  Union  Station; 
$2.75.;  fireproof;   service  excellent. 

Warren.     201  Front  Street;  one  block  from  station;  $1.50  fireproof 
within  'miking  distance  of  railroad  yards;  center  of  business  section; 
service  excellent;  European;  equipment  excellent;  clean. 


MICHIGAN 
DETROIT 

Fort  Shelby.    Lafayette  Boulevard  at  first  street;  within  -walking 
distance  of  stations;  $2.50;  fireproof;  centrally  located;  not  noisy"; 
servidor  service;  table  d'hote  and  a  la  carte. 

Madison  and  Lenox.    Madison  and  East  Grand  River;  $1.50;  excellent 
cafe,  dinner  75^ >  breakfast,  50^. 

Norton.    Corner  Griswold  Street  and  Jefferson  Avenue;  near  Interux 
ban,  Grand  Trunk  Railroad  Station;  $1.50;  fireproof;  in  wholesale  section 

Statler .     Gra,nd  Circus  Park,  Washington  Blvd.  and  Bagley  Avenue; 
easily  accessible;  $2.00;  fireproof. 


MINNESOTA 
DULUTH 

Holland .    Opposite  stations;  $2.00;  large  rooms;  fireproof;  cen- 
trally located;  service  good;  cafe  in  connection. 


S-paldin^ .  S-aperior  Street  L.r.d.  ^t'n  A-enae;  S2.0C;  firsprcof ;  con- 
venient to  Sup-ervision:  convenient  tc  railroad;  centrally  located;  clean; 
noisy.  ... 

Y.M.G  -A.    Extansivel;'-  patronised  by  grain  men  for  rooms  and  meals; 
very  reasonaljle . 

MIKIJEAPOLIS 

AndreTYs :  ^th  Street  and  Henri.jpin  Avenue;  fcur  or  five  tlodro  ?rcm 
railroad  station;  ten  minutes  by  street  car;  $2.00;  fireproof;  conveniunt 
to  "business  center;  about  five  blo.c!k:ri  from.  Fl  :,ur  Exoliange  Bld^.;  European; 
furniture  and  fixtures  good;  sc-rvioe  t;ocd;  clsa^n;  ciieaper  rooms  without 
bath  not  recommended. 

D-'cI'nan.     On  oth  Street  betT;wen  i.'icollet  and  aonnepin  Avenues; 
$2.50  with  sho'.v'er  -  i^^.OO  -7?.th  bath;  in  busiixess  center;  service  fair. 

ST.  PADL 

St .  Paul .     5th  and  St.  Peter  Streets;  $3-0C';  fireproof;  convenient 
to  business  center;  good  rooms  axid  service;  special  attention  given  to 
mail  and  wires;  European;  a  la  cc^rte  and  table  i'hote. 


MISSI^SIPFI 
CCRir3TH 

Cox,    Near  Southern  and  M.  &  C.  Station;  moderate  rates;  three 
squares  from  business  center;  railroad  hotel. 

Cr.i'STAL  SP2i:7G3 

^^-a.  P.  C.  Jp.-nlH-ne; ■     $15,00  per  -week;  .American. 

C-TjPPGPT 

Great  Southern.    $1.50;  location  good;  service  good;  European. 


MISSOURI 
KAT'SAS  CITY 

Coates  House.     Broadway  and  iOth;  Cl.SO;  goo-^.  s:-3ed  rco_:s,  com- 
fortably furnished. 
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■    Savoy .     '^th  and  Central  Streets;  street  cars  direct  from  Union 
Station;  $1.50;  well  f"urnished;  convenient  to  virholesale  district. 

Westgate .    At  the  J-anction,  Main,  Pth  and  Delavjare  Streets;  $1.50  - 
$2.00;  fireproof;  street  car  service  direct  to  and  from  station;  centrally 
located;  just  across  the  street  from  Supervision  office;  clean;  service 
good;  well  appointed;  smell  hotel. 

KEIJNETT 

llyn&n.    $15.00  per  month  for  room. 

MONETT 

Broadv/ay ■     $2.50  per  day,  room  and  "board. 

Sja,  JOSEPH 

Bobidous.     Francis  a-nd  ^th.;  easily  accessible;  $2.00. 

ST.  LOUIS.  , 

Planters .     Uth  and  Pine;  $4.00;  service  excellent.. 

Stat  J  er .    Washington,  St.  Gharries  £ind  S)th;  easily  accessible; 
$2.00  -  $3-50;  excellent  accommodations  and  service;  Sioropean. 

Terminal .    Near  Union  Station;  $2-50. 

SEDALIA 

Terry .    Easily  accessible;  $3-50;  American. 

SPRING-FIELD 
Colonial .    Easily  accessible;  $1-50. 


tJEPEASKA 
LINCOLN 

Lincoln.    About  three  blocks  from  Burlington  Station  and  five 
blocks  from  Northwestern  Station;  $1.50;  in  business  center. 

,  OTMM 

Fontanel le.    Douglas  and  iSth;  $2.70  -  $U.OO;  easily  accessible; 
service  excellent . 
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IC7/  TvIEXICO 
ALEUQrERQUE 

Alvarado .    Easily  accessible:  $U.OO;  -American. 

Combs .    Four  blocks  from  station:  $2-50;  in  business  section; 
noisy;  clean,  European. 

Boran.     In  the  business  section,  about  three  blocks  from  the  rail- 
way station;  $2.00;  European, 

RA20II 

Springer .     $2 . 50 

Vorenburg.    About  four  blocks  from  station  of  E.P.  &  5.7.  and 
Rock  Island;  ^3 '50;  ^.n  business  center,  service  fair;  .ibierican;  meals 
fairly  good;  clean. 


KETJ  YOFZ 
ALBAIii 

Ten  Eyck.     Corner  State,  Pearl  and  Chapel  Streets;  $2.25;  fire- 
proof; easily  accessible. 

BTJF5^\L0 

Lafayette.    Corner  Clinton  and  T?ashi.i^ton  Streets;  facin^  Lafayette 
Park;  $2.00;  fireproof;  service  excellent:  E\-ijropean;  first-class. 

Statlar .     Swan  and  TTashin^ton  vStreets;  $2.00  -  $3-00;  fireproof; 
convenient  to  Supervision  and  railroad;  centrally  located;  ser\-ice  ex- 
cellent; accoirmodations  e:^cellent ;  European;  excellent  ca.f3,  cafeteria; 
clean. 

NEW  YOBE  CITY 

Albert .     11th  Street  and  University  Place;  under  sane  r.anagement 
and  operated  on  same  principles  as  the  Van  F.ensselaer. 

Breslin.  ^2qth  and  Broadv.'ay ;  within  -talking  distance  of  Peniisyl- 
vania  Station;  $3-50;  fireproof;  service  good;  equipment  good. 
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Continental .     Corner  Broadway  and /list;  all  outside  rooms;  regular 
rate  June  1919)  $2.50;  European;  convenient  location;  service  and  equip- 
ment sufficient;  only  criticism,  some  of  the  equipment  shows  signs  of 
wear.    Eecommended  by  one  rather  familiar  with  New  Yorlr  hotels  as  heing 
about  the  most  satisfactorj;^  hotel  in  !Tq\v  YorV  City  when  location  and  price 
are  considered. 

Herald  Square.     11^-120  W.  3Uth  Street;  $3.00;  fireproof. 

Madison  Square.     37  Madison  A.venue;  close  to  Fifth  Avenue  bus  and 
Fourth  avenue  subway;  fireproof;  good  service ;.  Am.erican  and  European; 
quiet  and  clean;  family  hotel. 

Perinsy Ivania .    On  '(th  Avenue  from.  32ci  to  33"^  Streets,  opposite 
Pennsylvania  Railroad  Terminal;  $2.00. 

Van  Hensselaer.     17  Fast  13 th  Street;  $U.OC  -  $5.00;  American; 
optional  European  plan  dxirixig  suxier. 

Woodstock.    ^3rd  Street  ne&.r  Broadv/ay ;  $3.00;  fireproof;  convenient 
to  Supervision;  convenient  to  railroad;  clean,  noisy. 

SOCIESTER 

Rochester .     95  Main  Street  West,  two  blocks  from  center  of  city; 

$2.50. 

SYRACUSE 

Onondaga .    Jefferson  and  Warren  Streets;  $2-50;  fireproof;  in 
heart  of  city. 


^TORTH  CfiPOLINA 
GHAtBOURWE 
Brown.    $20  per  week;  American. 

CHARLOTTE 

Mecldenburg.    At  Southern  Station;  $2.50;  four  blocks  from  busi- 
ness center .      . ,  ^  . 

Selwvn.  Four  blocks  from  Southern  Station:  reached  by  street  car 
passing  door;  .$2.00  -  $3.00;  fireproof;  two  blocks  from,  business  center; 
meals  obtainable  .at  hot^l;  quiet;  clean;  service  good. 

Stonewall .    At  Southern  Station;  $2.50;  fireproof;  four  blocks 
from  business  center. 
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ElLEICrE 

Bland .    $2.50;  service  fair;  converaent  location. 

7;iLMINGT0N 
Wilmington.     $U.CO;  service  excellent. 

ITOP.TH  DAKOTA 
DEVIL'S  LAKE 

Great  northern.  $2.00. 

FAEGO 

Gardner .    $2.00;  good  service. 

Waldorf .     Short  walk  from  station;  $2.50;  American;,  j^ood  service; 
in  business  center;  quiet  and  clean. 

MWDAIJ 

Le-.vis  and  Clark.    $1.50;  .^ood. 

OHIO 
CINCIFiIATI 

Central .    At  Union  Station;  five  blocks  frora  busiiiess  center;  clean. 

Ilavlin.    Vine  aiid  Opera  Place;  $2.00;  fireproof;  in  coracercial 
district;  service  good;  European, 

Sinton.    Uth  and  Vine;  $2.00;  fireproof;  easily  accessible . 

CLEVELAND 

Ho  11 end en.    Facing  Superior  Avenue,  East  oth  Street  and  Vincent 
Avenue;  seven  minutes  ride  from  Union  Station;  $2.50;  fumitura,  fixtures, 
equipment  aad  service  good;  building  ;ooor;  moderately  quiet. 

Cleveland.     Loca.ted  on  the  Square;  five  minutes  ride  from  Union 
Station;  $2.50;  fireproof;  centrally  located;  high  grade  furniture,  fix- 
tures, equipment  and  service;  moderately  quiet;  newest  and  largest  hotel 
in  Cleveland. 
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Olmstead.     East  gth  and  Superior  Streets;  eight  minutes  rids  from 
Union  Station;  $2.00;  firsproof;  furnit-ure ,  fixtures,  equipment  and 
service  equa.l  to  Statler;  rooms  small;  rear  rooms  are  quiet;  this  is  an 
excellent  little  hotel. 

.  Statler.    East  12th  and  Euclid;.  Union  Station  cars  pass  door; 
$2.00;  fireproof;  in  commercial  center;  excellent;  regular  Statler  service. 

linton.    Prospect,  "bet.  10th  and  11th  Streets;  $2.00  -  $^+.00; 
fireproof;  nine  ./blocks,  from  office  of  Federal  Grain  Siapervision;  one-half  . 
block  from  Eruit  and  Vegeta,hle  Reporting  office;  next  door  to  U.S.  Rail- 
road Consolidated  Ticket  office;  quiet:  clean. 

COLUMBUS  ; 

Deshler .     Corner  High  and  Broad  Streets;  $3-00;  fireproof; 
centrally  located. 

Chittenden.     High  and  Spring  Streets;  $3-00;  fireproof;  ce?ntrally 
located, 

Neil  House .     High  and  Capitol;  $2.75- 

Southern.    Main  and  Hij^ii  Streets;  $2.50;  fireproof. 

•       •     ,  _  TOLEDO 

Secor .     Corner  Jefferson  Avenue  and  Superior  Streets;  $2,00;  fire- 
proof: centrally  located.  I  ' 

Waldorf .     Corner  Madi.son  and  Summit  Streets;  $2.00;  fireproof; 
centrally  located. 


OKLAHOMA 
.  .  CHTC^TASM  ■ 
•    McEarland.     $3.00;  American.  .     _  _ 

0KLAH0I\a.  CITY 


Lee-Hackins .     Corner  Broadway  and  Main  Streets ;  S2.00  - 
fireproof;  convenient  location;  service  excellent. 


$2.50; 


OREGON 


COEVALLIS 

J-alian.    In  business  section,  abo-at  midv/av  between  the  stations 
of  the  two  trolley  lines;  $1.50;  E-orcpean;  good  meals  served. 

PORTLAND 

Imper ial .    Broadway  and  Stark;  street  car  passes  both  station  arA 
hotel;  $2.00  -  $3-00^  located  in  heart  of  city;  good  desk  service. 

Multnomah.    Pine  and  3rd;  $3.00  -  $U.00;  well  located;  nicely 
appointed. 

MEDFOFD 

Medford.     $2.50  -  $3-00;  acconjnodations  fair. 


HaRRISBURG 

Penn-Harris .    Third  and  "Zalnut  Streets;  $2,5C;  fireproof;  within 
nalking  distance  of  stations.  . 

PHILADELPHIA 

Adelphia.     Chestnut  and  13th  Streets;  $3-50  -  $^.00;  fireproof; 
located  in  heart  of  city;  service  excellent;  European. 

Continental .     Chestnut  and  9th.  Streets;  can  be  reached  by  street 
car;  v3-50;  Sui'eau  offices  fo-or  blocks  away;  produce  district  siz  blocks; 
railroad  yards  some  distance;  service  good;  European. 

Exchange.    $2.00:  convergent  to  station;  service  fair. 

The  Little  Hotel.    ^2.00;  $2.50;  ceiitrally  located:  convenient  tc 
Supervision;  convenient  to  railroad;  quiet  and  not  pretentious;  service 
good;  clean.  'r-r.^ 

Vendig.    Eilbert  aiid  13th  Streets;  $3-00;  fireproof;  centrally 
located;  near  railroad  station;  well  appointed  and  ^uiet. 

PITTSBUEs^ 

Fort  Pitt .     10th  and  Pemi  Avenue;  $2.00;  easily  accessible. 

Mononjahela .     Corner  Snithfield  and  Water  Streets;  $2.50;  central! 
located. 
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Case^r .    Adam?  and  Lackav;anna  Avenue;  $2-50;  fireproof;  centrally 
located;  clean.. 


■  .  .  ■  ■•        '  SOU?H  GAEQLINA         -  " 

CHABLES'CT 

'■■   '      C'har]  eston.     Ten  niinute's  from  stat-ion;  i^eached  hy  street  car; 
$3-00  -  SU-.OO;  three  squares  from  tusinosd"  center-;  service  fair. 

St.  John.     Corner  Q,-ueen  and  Meeting  Streets;  $3>50  America,n  plan; 
$2.50  European;  two  squares  from  businece  center - 

Carolina.    Uptovm,  "bus  necessary;  moderate  rates. 

COLUMBIA 

Berl:l ey- Gr e sham .    Opposite  Union  Station;  near  Southern  and  A.C.L. 
Stations;  $2.50;  fireproof;  f our  blociLs  frojn  business  center;  -clea.n. 

J  offer  son.    tJptovm;  reached  by -street  car  in  t-vventy  minutes;  $2.50 
$3-00'i  fireproof;  six  blocks  from  business  center:  service  good;  very  com- 
fortable; clean.     ■  ■ 

•    -    ^        •  GSEEWILLE   '  .  / 

Imperial ,     $2.00;  centrally  loca.ted.  ' 

SPAB-TAITBUSG 

Cleveland.     $2.50;  service  good. 


SOUTH  DATCOTA 
:,■„■.  WATEHTOWN  ■  ' 
Lincoln.     $2.00:  service  excellent. 


CHATTAITOOGA. 

MaAri.    $2.00;  convenient  location;  service  good. 

Patten.     Cornsr  11th,  Market  and  Georgia  Avenue;  ten  ninutes  by 
street  car  from  Southern  Station;  $2.00  -  $3.00;  fireproof;  three  blocks 
from  tnisiness  center;  service  good;  European;  clean. 

Read.    Near  N.C.  £c  St.L.  Station;  ten  minutes  by  street  car  fror: 
Southern  Station;  $2.50;  fireproof. 

C0LU^.IBIA 

Bethel .    $3-0'^;  -^erican;  service  fair. 

i'ATETTSVILLE 
Pope .    $3-00;  .American;  service  excellent. 

HDIUBOLDT 

Mrs.  J.  W.  Harris.    $1,00  per  day  -  rooE. 

KNOXVILLE 

Atkin.    Near  Southern  Railv»ay  Station;  $2.00. 

Farragut .     Gay  and  Clinch  Streets;  five  minutes  by  street  car; 
fireproof;  in  business  center. 

RIEMPHIS 

Chi  sea.    Main  and  Linden  Streets;  five  minutes  by  street  car; 
$2.00  -  s~3-00;  fireproof;  six  blocks  from  business  center;  service  good; 
European. 

p-ayoso  ■     139  South  Pfein  Street;  $2.50  -  $3-00;  fireproof;  service 
good;  European;  location  good. 

Peabodv.    Main  and  Monroe  Streets;  fireproof  annex;  $3.00. 

17ASKVILLE 

Hermitage.  $U-.00;  fireproof;  centrally  located;  service  excellent 
Mawell.    $2.00;  location  good;  service  good;  European. 
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il?/IAHILLO 

Amarillo.    Polk  Street;  eiglit  "blocks  distant  from  F.W.  &  D.C.  and 
Rock  Island  Stations;  $2.50;  in  "business  center;  E-uropoan.  (Understand 
hotel  sold  and  to  be  remodeled,) 

ASHERTOK 
Cactus .     $2.00;  American. 
■  -  -  ■    ■  AUSTIN 

Dri skill.     $3.00  -  $^+.00;  American. 

BEAIMOM- 

Woodrow.    About  three  blocks  from  station;  $2.00;  three  blocks 
from  business  district;  service  average;  rather  q.uiet. 

DALLAS  -  ' 

Adol'ohus .     Commerce  and  Akiard  Streets;  t>'^.00;  fireproof,   in  busi- 
ness center;  first-class  equipment  and  servipe;  clean. 

Jefferson.     Opposite  New  Terminal  Union  Station;  $2.00;  convenient 
location;  service  excellent;  fireproof. 

Southland.    Main  and  Mur-phy  Streets;  street  car  line  convenient; 
$2.50:  fireproof;  European. 

EAC-LE  L4ES 
Dallas .    $2.50;  American. 

EL  PASO 

Laughlin.  About  eight  blocks  from  Union  Station;  outside  room  with 
shower,  ^l.f^\  about  eight  blocks  from  business  center;  service  a.na  equip- 
ment good;  European;  quiet:  clean.    -  '     ' -  "    ■  ,  . 

Paso  Del  Norte.    Easily-  accessible;  $2.00. 

Sheldon.     $2.00  -  $U.0C;  European;  service  good;  location  good. 

FORT  WORTH 

Westbrook.     Easily  accessible;  $1.50  -  $U.OO;  fireproof;  service 

good. 
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Galve^ .     T-venty-five  minutes  by  street  car  from  station;  on  the 
beach  front;  $2.50"  -  $U.OO;  fireproof;  fifteen  minutes  fror.  bu.siness 
section;  first-class  service  and  eci-aipment ;  q,uiet;  clean. 

Royal .    Four  blocks  from  Union  Station;  fifteen  minutes  from 
bus  ine s  s  cent er ;  $ 2 . 00 . 

Tremont .     Three  blocks  from  Union  Sti-tion;  $2.00;  service  fair; 
convenient  location. 

HEMPSTEAD 

•     Royal . ■  $2.00. 

HOUSTOil 

Brazos.    Opposite  Grand  Central  Station;  $2.00:  clean. 

Rice.    Convenient  location;  $2-50  -  $U-.00;  fireproof;  in  business 
center:  first-class  service  and .  equi jr:ent ;  lunch  counter  serves  excellent 
meals  at  reasonable  prices;  clean. 

MARSHALL 

Ginocchio.     Convenient  zc  station:  $2.X;  several  blocks  from 
business  district;  equipment  fair;  fairly  clean;  European;  noisy  on  ac- 
couiit  of  close  proximity  to  railror-d  yards. 

SAN  ANTOITIO 

Gunter.    Fasily  accessible;  $2.00:  centrally  located;  fireprocf; 
popular  price  l\xnch  room  in  connection. 

Stv_Anthony.     $2.50;  convenient  location;  service  excelicn-: 

Travelers.     Some  distance  from  railroads; • $2.00;  fireprccf:  in 
business  center;  service  so^^;  equipment  excellent;  quiet  and  clean. 


UTAH 
L0G.U7 

Ecoles .    Located  in  the  center  of  business  section,  -/ith  street 
car  from  railway  station  passing  the  door;  $2.00;  lunch  room  in  connection 
very  good. 
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aALT  i.&  CTTl 

Utah.    Main  and  South  Temple;  street  car  from  Union  Station  passes 
door;  $2.00; , fireproof ;  dining  room  service  in  connection  good;  service 
excellent.'  ■    ■  '.■  .  •   .  ■.'or;  _        .  ^  ^ 


BURLINGTON, 

Vermont .  $2.00  -  $3.00;  fireproof;  in  "business  section;  about 
half  mile  from  railroad  yards;  service  gQpd;  .Europ.ean;  t^quipraent  good. 

•i-       .    :.      .KUTLAt®"  ^  : 

Bar  dwell .  Close  to  station;  $2.00;  fireproof;  in  easy  ivalking 
distance  of  railroad  yards  ;  "business  center;  service  good;  meals  good 
but  high;  European;  equipment  ■  good. "  ,  ■       .   .  ,.  .- 

-  ■■ :  :  ST..  i^bBANS-         '  "  -    .  -  ' 

Tavern.     Four  blocks  from  station;  $3-50  -  $5-00;  ilarierican;  just 
off  business  section;  service  good;  equipment  good;  quiet. 


VIRGINIA 

•  •        "      LYNCHBURG     .    .  '  ■^"■'v; 

Virginia.     $2.00;-  very  comfortable,     -  , 

■   "  ■  ■  N0RR)LK  _  .  .  ... 

lonticellg.     $2,50;^  centrally  located.    '  '  ' 

Southland.     Corner  Granby  arid  Freemason  Bt-reets;  fifteen  minutes 
"I^y  street  car;  $2.00;  fireproof;   in  b-i?.sj;ness  center;  first-class. 

■      '     ■     ■  ■ ;  -richmone'     ,  .         :      ^.T''  -       .  . 

Jefferson.     Corner  Jefferson  and  Franklin  Streets;  $2.50;  centrally 
located;  very  '  com.f  or  table, ..'       . ,  ..  :v  '  .,.  • 

.  Richmond.     Qth  and  Grace ;;  $2  .  50j;.. very,  cpr-yenieht. 


WASHINGTON 


PULLMMT 

Palace .    Two  "blocks  from  rail^way  station;  $3 '50;  -American. 


SEATTLE 

Butler,    James  and  2nd  Avenue;  $3.00;  semi-fireproof;  six  blocl!:s 
from  stations;  two  "blocks  from  business  center;  one  block  from  Bureau  of 
Markets  branch  office;  furniture,  fixtures  and  eq.ui.pment  fair;  an  old 
hotel;  a  la  carte  service;  noisy. 

Frye.    Third  Avenue  and  Yesler  "^7ay;  $2.50;  fireproof;  three  blocks 
from  stations;  four  blocks  from  business  center;  one  block  from  Bureau  of 
Markets  branch  office;  furniture,  fixtures  and  e^ixiipment  j^ood;  service 
good;. a  lacarte;  quiet  and  clean;  considered  the  second  best  hotel  in 
Seattle .        ' . 

Ne\7  Richmond .    Fourth  Street  and  Main;  $2.50;  semi-f ireproof ; 
one  block  from  stations;  six  blocks  from  "ousiness  center;  three  blocks 
from  Bureau  of  Markets  branch- of f ice ;  furniture,  fixtures  and  equipment 
good;  service  good;  a  la  carte;  qui'3t  and  clean;  a  good  commercial  hotel. 

Nuw  liTasiiin^ton.    Second  aind  Stevvart  Streets;  $^.C0;  fireproof; 
convenient  location;  in  business  center;  eleven  blocks  from  Bureau  of 
Markets  branch  office;  furniture,  fixtures  and  equipment  very  good;  service 
very  good;  quiet  and  clean:  considered  Seattle's  best  hotel. 

Pennington.    Fourth  and  Marion  Streets;  $2.50;  semi-fireproof; 
accessibility  good;  six  blocks  from  Bui-eau  of  Markets  branch  office;  in 
business  center;  furniture,  fixtures  and  equipment  very  good;  service  very 
good;,  a. la  carte;  quiet  and  clean;  one  of  the  best  hotels  in  Seattle. 

Savoy .     Second  Avenue  near  University;  $2.75;  accessibility  good; 
in  business  center;  seven  blocks  from  Bureau  of  Markets  branch  office; 
furniture,  fixtures,  equipment  and  service  good;  a  la  carte  service;  noisy, 
being  on  principal  street:  considered  good  hotel. 

Seattle .    First  and  James  Street;  $2.50;  three  blocks  from  stations; 
two  blocks  from,  business  center;  t;70  blocks  from  Bureau  of  Markets  branch 
office;  f-orniture,  fixtures  and  eqxiipment  good;  service  good;  a  la  carte 
service;  noisy;  clean;  considered  good  commercial  hotel. 

Seward.     511  Third  Avenue ;  $2.50;  four  blocks  from  stations;  three 
blocks  from  business  center;  two  blocks  from  Bureau  of  Markets  branch 
office;  furniture,  fixtures  and  equipment  good;  service  good;  quiet  and 
clean. 
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SPOKME 

Davenport.     Sprague ,  Post,  First  and  Lincoln;  $3. CO;  fireproof; 
in  business  center;  mthin  easy  walking  distance  of  important  railway..  •  •  . 
stations;  first-clasS;  service  excellent.  - 

TACOIvlA. 

Mason,     1001  A  Street;  $2.50;  nine  blocks  north  of  Union  Depot;  two 
blocks  east  of  docks;  three  blocks  from  b-asiness  center;  two  blocks  fron 
Bureati  of  Markets  branch  off  ice:  furni'dire,  fixtures  and  equipment  fci.ir;  • 
no  dining  room;  quiet  and  clean;  considered  a  lodging  house  more  than  a 
hotel. 

Olympus .     SI5  Pacific  Avenue;  $3.00;  nine  blocks  north  of  Union 
Station;  three  blocks  east  of  docks;  in  business  center;  two  blocks  from  ■ 
Bureau  of  Markets  branch  office;  fux•nit^are,  fixtures  and  equipment  good; 
table  d'hote  and  a  la  carte  service;  clean;  a  little  noisy  from  being  on 
■principal  street;  considered  the  best  commercial  hotel  in  Tacoma.' 

Tacoma .    Ninth  and  A  Streets;  $2.50:  ten  blocks  north  of  Union 
Station;  two  blocks  east  of  docks;  three  blocks  from  business  center;  two 
blocks  from  Bureau  of  Markets  branch  office;  furnitm-e,  fixtures  and  equip- 
ment very  good;  service  verj"  good;  a  la  carte  service:  Guiot;  clean;  con- 
sidered Tacoma 's  best  hotel.  ■ 

Commercial .     On  Yakim^a  Avenue;  thjree  blocks  evast  from  Northern 
Pacific  Station  and  five  blocks  east  from  Union  Paicific  Sta.tion;  all 
street  cars  pass  door  and  bus  meets  trains;  $3.00  -  v3-50'>  partly  fire- 
proof; in  business'  center;  one  block  from.  Bureau  branch  office;  four 
blocks  from  produce  center;  eight  blocks  from  railroad  yards  and  stock 
yards;  fixtui-es  and  equipm.ent  ;f air ;  service  fair;  meals  a  la  carte;  prices 
high;  fairly  clean;  somewhat  noisy. 

Donnelly .  To  the  right  of  Yakim.a  Avenue  on  Second  Street;  all 
street  ca.rs  mthin  one-half  block;  free  bus;  $2.50;  partly  fireproof; 
furnittJjre  and  fixtures  fair;  service  fair;  in  business  center. 

Yakima.     On  Yakima  Avenue;  $2.00;  across  street  from  the  Bureau 
office;  center  of  business  section:  equipment  good;  family  hotel, 

mST  VIBGINIA 
MARTINSBURG 

Berkeley.  On  Main  Street;  seven  blocks  fromi  Railroad  Station; 
$2.00;  centrally  located;  quality  of  mioals  a.bove  the  average;  service 
good;  American  or  European;  quiet. 
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Palmer .     $2.00;  fireproof;      thin  walking  distance  of  Bur-aau  oific-j: 
service  satisfactory. 

MILTI4UKZE 

Martin.     201  V^isconsin  Street;  about  three  blocks  vvost  iro!L  C.  &  U.T;. 
Station;  from  St. P.  Station  walk  north  to  Grand  Avenue,  take  a  State  Street 
or  C.  &  N.W.  car  and  get  off  at  hotel;  $2.00  -  $2-50;  fireproof;  eight 
blocks  from  business  center;  six  blocks  froa  Bureau  office;  tMrclve  blodcs 
from  produce  district;  four  miles  from  stock  yards;  meals  very  good,  a  la 
carte  and  table  d'hote;  service  good;  equipment  good;  ijuiat  and  clean. 

Medf ord ;  '  125  Third  Street;  from  C.  <i  N.'::.  go  directly  west  on 
Wisconsin  Street,  crossing  bridge  and  continuing  directly  west  to  Third 
Street  or  take  a  State  Street  car  west  to  Third  Street;  from  CM.  &  St.?. 
R.R.  cross  the  park  to  TMrd  Street,  hotel  next  to  corner;  $2.00  -  $2.25; 
fireproof;  four  blocks  from  business  center;   six  blocks  from  Bureau  offic- . 
twelve  blocks  from  produce  district;  three  miles  from  stock  yards;  neals 
very  good;  a  la  carte  and  table  d'hote;  service  good;  e^i^uipment  very  good; 
noisy;  fairly  clean. 

Wisconsin.     172  Tiiird  Street;  take  State  Street  car  from  C.  &  N.r. 
Station  going  west,  get  off  at  Third,  v&lk  one  block  north;  from  CM.  &.  8:. 
P.  Station,  walk  north  to  Third  Street,  continue  north  two  blocks;  ?2.75  - 
$3.25;  fireproof;  four  bloclrs  from  business  center:  six  blocks  from  Bnre.iU 
office;  three  miles  from  stock  yards;  meals  very  good;  j.  la  carte  and 
table  d'hote;  service  good,  equipment  good;  noisy;  fairly  clean. 

Plankington.    Vfest  T^ater  and  Sycamore  Streets:'  $2.50  -  $3-00;  fire- 
proof; good  street  car  service  to  all  parts  of  city;  in  center  of  r-tail 
district;  four  blocks  from  wholesale  produce  houst^s;  sev^n  clocks  to 
Bureau  of  Markets  branch  office  (Food  Inspection^;  five  blocks  to  Federal 
Grain  Supervision  office;  building,  furniture  and  e.iuipment,  new  and  uc- 
to-date;  meals  a  la  carte,  also  busiiiess  •nen's  konch  at  noon;  quality  is 
considered  very  good;  quiet;  in  clean  district. 


Acting  Chief  of  bureau 


